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13.

INTRODUCTION

The United States Census of 1970 indicated that there are 49

million adults 41) make up the Adult Basic Education Clientele. That

same census found that there are over one million adults in the state

of Massachusetts in that category. The purpose of this handbook is to

simplify the routine business of beginning and/or operating an ABE

program. In it you will find copies of all the forms associated with

ABE in Massachusetts, explanations as to haw to complete them and when

and to wham to sUbmit them, procedures and suggestions for a local

financial accounting system, and other suggestions and guidelines related

to such areas as guidance and counseling, recruiting, teacher training

and evaluation, student eligibility for diplomas and certificates, and

other matters. The ABE Unit of the Massachusetts Bureau of Adult Services

sincerely hopes that this handbook will be of use in enabling you to

better serve our state.

Human needs and human aspirations toward something better are two

fundamental reasons for the existence of adult education programs in

Massachusetts. Since Ulf- very earliest days of the Commonwealth,

Massachusetts has Shown a deep and lasting concern for the improvement

of its citizens through education and training. Massachusetts today

has among the best educated populations in the nation, but it is composed

9



14.

of many different kinds of persons with a tremendous number of complex

demands and needs to be derived from continuing education. The

Department of Education and the local school districts must provide

adult education programs that are wide in scope, sufficient in depth,

and responsive enough to change to cope with the challenges of a

rapidly advancing society.

School administrators responsible for adult education programs

must plan for a diversity of interests, experiences, and motivations

among their students which transcends the interests and experiences

typically found in day school pupils. The public to be served is

composed of individuals who differ markedly from one another in educa-

tional interests, community position, educational background, age, and

motivation. The instruction provided must be thoughtfully organized

and pursued by the student in a systematic manner toward the objectives

of economic self-sufficiency, civic responsibility, effective family

living, and productive human relationships.

Adult Basic Education as a Federal program was iniated by the

Economic Opportunity Act of 1964, Title II, Part B, Public Law 81-452,

and was amended in 1966 by Public Law 91-230. The mission of adult

basic education is to educate those over the age of sixteen "whose

ability to speak, read, or write the English language constitutes a

substantial impairment of their ability to get or retain employment
1

commensurate with their Ability..." with a view:

1. Definitions, Section 303 of the Amendments to the Elementary
and Secondary Education Act of 1966.
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to making them less likely to become dependent on
others, to improving their ability to benefit from
occupational training and otherwise increasing their
opportunities for more productive and profitable employment,
and to making thew better able to meet their adult
responsibilities .z

In the process of endeavoring to upgrade marketable and functioning

skills, the objectives of the rrogram are to improve listening, speaking,

reading, writing, and computational skills. These subjects should not

be taught as isolated units, but should be taught so as to develop

the person into an informed, responsible citizen who is better able

to achieve his potential as a person.

Adult Basic Education is administered by the U.S. Department of

Health, Education, and Welfare through the Office of Education, which

established a state grant program on a matching fund formula. Adult

education classes within the state of Massachusetts are established by

contract between the Massachusetts State Department of Education and

the local public school districts.

2. Ibid.
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DEMOGRAPHIC SURVEY OF THE POPULATION

in order to plan your local adult basic education program, it is

necessary to gather a large body of information concerning your community.

Adult basic education programs are far from all alike. They may differ

considerably depending on the educational, religious, political, and

ethnic make-up of the sponsoring community, and may or may not have a

variety of parallel organizations upon which to rely for program support.

Following is a suggested sequence of events for your data-gathering.

Remember that good planning and decisicrryaking is allays based on a

full understanding of the situation. We want to create programs that

will net a real need, and at the same time not duplicate goals And

efforts that others are already persuming. This is information that

is helpful to the smooth operation of your program:

1. Find out what public agencies, programs, and institutions
operate in your community to serve the population in argns:
of health, housing, welfare, child care, employmert and
manpower development, recreation, cultural activitien,
and educational services. Funds to sponsor then may be
fram federal, state, or local sources; these will includ"
community and public health programs, hospitals, drug
abuse programs, urban renewal programs, public housing
projects, welfare departments, employment and unemploy-
ment agencies, job training programs, Vista projects,
Head Start programs, day care centers, park and recreation
center programs, museums, art galleries, libraries, penal
institutions. The mayor's office may have information
on state and locally supported public service agencies
and programs. Departments in your state government in

13
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charge of health, housing, education, and matters of
public welfare will be able to put you in touch with
their agencies and programs operating in your oommunity.

2. Find out what private organizations, institutions, and
informal interest groups exist in your community. There
will be organizations for many purposes; religious, athletic,
agricultural, conservation, hobby and avocational,
fraternal and ethnic, public affairs, political, consumer,
etc. Sources of this information are phone directories,
Chamber of Commerce, reference section of public library,
mayor's office, church leaders, local community leaders.

3. Once you have found these public and private organizations,
do the following:

a. Determine their sour of funding, the purpose they
serve and the people they reach. Examine their relation-
ships to each other (common membership, leaders, shared
programs, etc.)

b. Find out whether they have any programs for adult
education or training.

c. Plot their location on a community map noting wham
they serve.

d. I-1 your directory, record the name of the organization,
address, person in charge, and phone number.

4. Determine the characteristics of the adult population in
the community. What is the breakdown of population by
age, sex, ethnic background, income, employment, occupation,
and educational attainment. A publication entitled General
Social and Economic Characteristics, 1970 Census of
Population, published for each state by the U.S. Department
of Commerce, Bureau of the Census contains statistical
data particularly relevant to ABE program considerations.
The report is available in most library reference roams or
it may be purchased for $4.25 fram one of the following:

Superintendent of Documents, U.S.
Government Printing Office in
Washington, D.C.

U.S. Department of Commerce Business
Services Field Office in Boston

U.S. Government Printing Bookstore
in Boston
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This publication provides an ABE director with one of
the best sources of information about the social and
economic characteristics of persons living in metropolitan
areas, places in specified population ranges, and countries.

The following outline suggests entries of particular interest
and value to ABE directors. It is based on tables for places

of 10,000 to 30,000. Other tables provide similar, separate

data for various ethnic populations. Tables for areas and

places of 50,000 or more are more detailed and organized in
a somewhat different manner. Tables for places of 2,500 to

10,000 are less detailed. The county-by-county section includes

tables with separate data for rural non-farm and rural farm

populations:

Social Charactoristia
Mother tongue

Educational and Family Characteristics
Years of school completed, male and female
25 years old and over

Employment Characteristics
Employment status; male, 16 to 21 years;
not enrolled m school not high school grad-
uate, unemployed or not in labor force
Labor mobility; male, 30 to 49 years old in

1970; non - worker vs worker in 1965 and
1970

Occupation and Earnings
Occupations of employed persons
Median earnings of employed persons for

selected occupation groups

Industry of Employed Persons and Occupation

of Experienced Unemployed Persons
Last occupation of experienced unemployed;
male and female, 16 years old and over

Income and Poverty Status in 1969

Income less than poverty level
Income less than 75 percent of poverty level
Income less than 125 percent of poverty level

5. Learn who your local leaders are. Acquaint yourself

with community leaders--mayor, city council members,
school board members, and civic leaders. Select people
who work in their offices or on their staffs who can serve

as your contacts to these leaders. For example, establish
a relationship with the person in your mayor's office

who works on educational matters. Keep these people informed

on the adult education program and ways it is assisting

the community.
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CREATE AN ADVISORY BOARD

During your tenure as program director, you will have both the

opportunity and the need to interact with many people in.your community.

One of the most crucial factors affecting the success of an ABE program

is the extent to which community leaders and parallel organizations offer

their support. One way to ensure a certain level of participation and

support from your community is to organize an advisory board to assist

you. Choosing the members of that advisory board should be a carefully

considered task. Include those men and women of influence who can be of

assistance to you, but also include persons from the ranks of the community,

to lend diversity of opinion to the board. Of course, you want to choose

those whan you anticipate being supportive of your program. Basically,

there are two questions you must address. You must decide who should

be represented on your advisory board, and how you would like your board

to operate:

1). Who should be represented?

a) Refer to the directory you have created of public
human resource organizations and programs, private
organizations, employers and unions, trade, business and
commercial organizations.
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b) Call on the people in charge of these organizations
and programs. Visit them to explain the Adult Education
Program. Select those who are helpful, interested, and
effective in their awn operations to be on the Advisory
Board.

c) Contact and visit local leaders or their representa-
tives. Choose those who can be helpful in marshalling
program support and resources to be on the Advisory Board.

d) Select representatives fran community populations
to describe the educational needs of their group.

e) From personnel who have previously served as adult
education teachers, counselors, and paraprofessionals,
select representatives for the Advisory Board.

2. How shall it operate?

a) Consider having two Boards--one composed of repre-
sentatives from community populations, the other of local
leaders, public and private organization representatives,
employers, union and business organizations.

b) The Board could be organized to function in task force
to make recommendations regarding local educational needs
and the type program to net these needs.

c) The Board could function only to advise you on the
accuracy of the educational needs identified for the
community and the appropriateness of the program design
to meet them.

d) The Board could function to strengthen the community
support for the adult education program by giving it
visibility and creating financial support.

Use your advisory board wisely. Don't glut the members with detail,

but inform them routinely of the operations of the program. Make use of

their input especially during the planning stages of your program where

you will need advice and sound criticism of your plans.
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DETERMINE THE EDUCATIONAL

NEEDS OF YOUR, COMMUNITY

By now, you have a good idea of the demographic make-up of your

community. Now is the time to sit down with your advisory board and

share the data you have gathered. Together, you can arrive at some

decisions as to the types of educational needs that you perceive in

your community, and how you intend to meet them. For example:

1) You will want to examine your data to determine the ethnic
and national composition of your potential clientele. Do you have a
community with a particularly large number of foreign born? What
percent? Are they physically scattered, or do they generally
live in one area? Do you perceive a need for an English as a
Second Language Program?

2) Does your data indicate that you have a significant number
of functional illiterates in your community? Is there a pattern
to their location within your city? What are the implications
of these data for program location?

3) Is there a large factory situated in your city that operates
around the clock? If this is a major employer, do you anticipate
a number of students to be drawn from the ranks of its employees?
If so, what are the possibilities for early - morning or afternoon
adult school sessions? What are the implications of these data on
program location? (It's tout to hold adult classes in a high
school during the day).

4) What is the general educational attainment in your community?
Do you anticipate a call for high school preparation? If so, what
kind of preparation do you anticipate being in demand? Is there
a G.E.D. testing center near you? What arrangements can you make
with your local school committee in regard to issuance of an adult
High School Diploma? (See Section TV-D)

5) How do local employers view the educational needs of their
employees? (Your advisory council may be of particular help here.)
How important to than is a high school diploma in considering employees
for advancement? What are the implications of this importance (or
lack of importance) for the emphasis within your projected programs?

19
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Obviously, a great number of factors need to be considered. The

mass of data you have collected must be brought together to form a

comprehensive view of the educational needs of your community. These

needs may range from basic skills to secondary preparation tc English

language training to consumer Skills to caraer counseling.

Remmber, at first you are just identifying needs. There may be a

long list, and you may not be able to net all of them within the limited

budget and scope of your progran. But until you have identifiEd all of

your communities' adult educational needs, you will not be able to give

priority to any of them.

20
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CHOOSING YOUR PRIORITIES

You should now have, in addition to a large body of data

concerning your nammunity, a list of adult educational needs in your

camumity as perceived by yourself and your advisory board. That list

of educational needs may be very long and, as stated in the previous

section, far beyond the scope and budget cf your fledgling program.

Now is when you must sit drown, and again with the counsel of your

advisory board, decide on your program's priorities. You must decide

which oammunitypcpudation to serve and which needs to address. These

are not always easy decisions, and invariably have numerous philosophical

and political implications. It is for this reason that it is important

that they Le made in concert with your advisory board of community

leasers. If questions later arise concerning the priorities chosen,

you as the program directors will not have to take the full load of

justification on your shoulders. Use your advisory board to full ad-

vantage.

Same of the questions you and your advisory board will want to

answer are:

(1) Which populations have greatest need for the program

(2) Which populations are receptive to the program

(3) What needs can your program reasonably expect to address

21
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Be sure that you consider the legislative guidelines (see Introuction)

for Adult Basic Education Program funded by P.L. 91-230, as well as the

guidance offered by the Massachusetts ABE SLate Plan (copies available

fran the ABE Unit, 3ureau of Adult Services).
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DESIGNING YOUR ADULT EDUCATION PROGRAM

In designing your specific adult education program, there Jill be

a large number of things to consider. It will be possible to address

only a few of the most important of these and offer some comments or

possible questions that you might consider in regard to each:

PROGRAM LOCATION

You will want to spend same time considering the alternatives

available in basic educational delivery systems. Perhaps, of course,

you are restricted by local conditions to a single option, such as an

evening program housed in your secondary school. If this option is the

only one you have, then of course you must make the best of it. Other

possibilities for adult instructional delivery systems include:-

a) Decentralized sub-programs housed in churches, community-
centers, banks, libraries, hospitals, penal institutions, old -amp
homes, places of employment, etc.

b) Local T.V. or radio offerings if local time is available.
Especially true if local cable television exists.

c) Home visitation programs for the elderly, the invalid, or

the shy.

d) Correspondence programs. Especially if you are working
with a county-wide organization that has a large territory

to cover.

e) Adult learning center(s). Buildings specifically designed
(or redesigned) for use as an adult instructional setting.

You will also want to consider such factors as the ethnic and
demographic distribution of your ABE clientele throughout your community
in determining your program location.

23
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In every community, large or small, there are urakers and hommanakers

who are unable to attend evening classes due to work schedules or home

responsibilities. Schedule morning, early afternoon, late afternoon,

and weekend classesas well as evening clAsses--to rake opportunities

available to all adults. If the district now has only evening classes,

consider adding one or two daytime classes and gradually built a balanced

program of daytime and evening classes or learning laboratory hours.

FINDING FACILITIFS

No matter where, or in how many places, your program will operate,

there are sate basic considerations to keep in mind when Locating

facilities. Amon; them are

a) Is there adequate lighting, furniture, heat, washroom
facilities, maintenance?

t4 In there adequate space for the number of people you
anticipate serving?

c) is there office space available for administrative
requirements?

d) Is the public transportation system adequately availatle
to the population you intend to serve?

e) Is there adaguate parking?

f) If you are trying to reach certain populatices during
the wor%day, are your facilities near their employment?

g) Is the area one in which your clientele will not be
hampered by ccosiderations of personal safety during the
day or night?

24
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h) Is the setting and arrangement of space adequate for the
type of instruction you envision? Individualized instruction and
learning laboratories require different kinds of space than group

or classroom instruction.

i) Is additional space available for support services such as

counseling?

j) Check with your local building inspectors. He can tell you
what requirements exist for facilities of this sort. This is

rtant. Did you know, for instance, that in most jigs-- is

s must have certain floor-load characteristics not usually
metmet by wood-frame structures? Your building inspectors will be
happy to help you avoid future problems.

k) Is the location and the physical set-up of the building
adequate to insure security for your property and employees? Is

the expense within your budget? Are locks and systems adequate
to prevent or detect burglary and/or vandalism?

HIRING YOUR STAFF

Most likely, you will have primary responsibility for hiring your

own staff. Depending on the size of your project, this may or may not

be a time-consuming procedure. You have already determined, in making

your program proposal, the instructional and support staff you will need.

Everyone has his or her own approach to the question of hiring. It

would certainly be impossible to summarize here such a complex decision

in a manner that would be acceptable to everyone. Remember, however, that

the quality of your program is more dependent on the quality of your staff

than on any other single factor. Take your time, and know the qualities

for which you are looking. Same factors you may want to take into account

are :

a) experience-in adult education
in related fields

b) references

25



c) training ds an adult educator (see Section )

d) the ethnic makeup of your projected clientele (if you
anticipate a large number of Spanish-speaking students, it
might be wise to have at least one Spanigl-speaking instructor)

e) personality

f) familiarity with curricular materials

g) hours of availability

h) background in E.S.S.

i) experience in G.E.D. preparation programs

j) training as a reading specialist

k) knowledge of elementary and/or high school arithmetic
and mathematics.

1) an understanding of the special needs of the A.B.E.
population. A love for diversity and a desire to assist
people on a friendly basis.

It is possible that you may not wish to be persona-ly responsible

for staff selection. This decision is a matter of leadership style, and

must be reached in conjunction with your school superintendent. If you

decide that you wish to share.this responsibility, you will want to

appoint a hiring committee. Possible members of such a committee would

be: school committee members, potential students, other staff, system

teachers, community leaders, yourself and others.

Another possibility is to utilize the school district's personnel

office. This, however, would take the decision entirely out of your

hands and could have significant influence on your future relationship

with your staff.



33.

PLAN N= CURRICULUM

Once again, the question of curriculum planning is a complex one

that can only be briefly touched upon here. Offered are only general

comments and suggestions that may serve to give same initial directions:

1) Set Program Goals

a) Review the general goals for adult basic education as
set out in legislation (see section III), guidelines (see
introduction) and state plans.

b) Create local goals based on the population you will
serve and the needs you wish to meet.

c) Formulate your goals in specific terms. Example:
"The participants in the Adult Basic Education Program
will learn how to use the services of the Legal Aid unit in
their community. They will discover how to go about
contacting, meeting with, and following through on a case
with legal aid lawyer."

ci; Report your program goals to your advisory board.
They may have helpful additions.

e) After such goals have been formulated, you can then sit
down and design activities and learning experiences to
meet them.

2) Plan the Curriculum

a) If your community has previously had an adult education
program, analyze the effectiveness of the curriculum that
was used. Talk with participants, teachers, counselors
who were involved witn the program to get their evaluations.

b) Look at the curricula that other programs use. Talk with

other adult education directors; visit their programs.

c) Base your curricula on the types of needs you are meeting.
The different groups you are serving will need a curriculum
adjusted to their needs. Adults with little educational
background, adults learning English, and adults working on
their secondary credential will require different types of
instructional activities.
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d) Try to plan the curriculum by creating learning situations
that draw from the life experiences of the participants.
Adults bring with them a large store of experiences that can
serve to demonstrate and illugtrate their lessons. Make full
use of this rich source. Examples: Thematic units can be
organized around performing tasks such as marketing, renting
an apartment, child care, getting a job, coping with employees,
buying on time, etc.

e) Centralized and decentralized program structures may
require different curricula: Centralized programs might
offer several categories of classes--reading, math, coping
skills of various sorts--as well as learning laboratory
requiring programmed materials, equipment and space for
working individually, and tutoring assistance.

Decentralized, mini-programs operating in various locations
will need curricula easily adaptable to many settings.
Well-organized, portable materials of an inexpensive nature
will be helpful.

NOTE: It is not appropriate to cite examples of specific,
commercially-available materials here. Please refer to
Appendix VI for a complete list of materials on the market.
Please keep in mind that the Bureau of Adult Services is
not in a position to endorse any specific product.

3) Determine Methods of Instruction

Different methods of instruction may be appropriate to

various participant groups. In addition, methods of instruction will

tend to differ according to the nature and size of your program. Learning

Centers have generally followed a pattern of high individualization

(with same no table exceptions). Individualization is more difficult to

accomplish in a small, part-time program. It has been done, however,

through the creation of small, " mini -learning-centers," where participants

drop in to the "classroom" any time during certain hours. Individualization,

however, may not always be appropriate. Some client groups, and some

28
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physical arrangements and subject matter (such as E.S.L)

are better dealt with in a group.

a) Consider the uses of forming small groups in the classes with
the teacher functioning as a resource person.

b) Weigh the possibility of allowing participants to choose the
content and pace of their learning experiences.

c) Incorporate learning activities such as field trips, demonstra-
tions, and guest speakers. Draw from community resources to plan
these. Use the community as a laboratory and plan learning experi-
ences in its museums, art galleries, markets, government offices,
courts, etc.

4) Balance Your Materials. Encourage teachers to maintain a balance

between professional and informal instructional materials. Most ARE

materials are prepared professionally and meet the essential technical

requirements for good reading and arithmetic instruction. Many commercial

reading and arithmetic materials relateto the everyday personal problems

of adult learners, but careful selection is essential.

Before a wide variety of commercial materials became available,

many teachers used informal materials such as income tax forms, employment

application forms, installment sales contracts, food andoonsumer goods

labels, loan company advertisements, daily newspapers, and telephone

books. Many teachers still believe that informal instructional materials

are effective for use in conjunction with professionally prepared materials.

The use of informal materials Should be enoournged, not dismissed as

being Obsolete. Mn some instances, informal materials are closely

related to the everyday problems of students.

One example is the "Language Experiences" approach, wherein the

student learns to read using a story or material that he or she has
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dictated to an instructor, drawing fran his or her awn experience to

create the material. The students are there learning to read within

their own vocabulary, and are working with material that is meaningful

to them.

EVALUATING MATERIALS

The evaluation of instructional materials and equipment can be

part of teacher inservice education. The risk of unused or improperly

used materials and idle equipment is substantially reduced when teachers

are directly involved in evaluation and final selection.

* *

* *

* *

* *

Encourage teachers to investigate, analyze, and try out
new instructional materials and new types of audiovisual
equipment.

Place sample instructional materials in the ABE professional
library or resource center. Urge teachers to examine them.

When teachers feel that a certain instructional method or
approach has possibilities for the improvement of instruction,
arrange for trial use of that idea. Encourage other staff
members to observe and discuss the method informally.

When a piece of equipment appears to be highly satisfactory,
have participating teachers demonstrate its use at an inservice
meeting. "Hands-on experience" for all teachers, especially
with new audiovisual eauipment, should be part of the demons-
tration.

Evaluation of materials, equipment, and the proper use of
instructional tools should be an ongoing process.

Do not attempt to evaluate and select materials and equipment
solely at the administrative level. The sheer volume available
makes such a procedure impractical. Furthermore, teachers
frequently challenge new instructional methods and materials when
they are not involved in the evaluation process.
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** Work with teachers in the development of a checklist for
evaluating materials and equipment. The checklist should be
built around the special characteristics of ABE programming,
for example:

Are the backgrounds and needs of ABE students recognized?

Are the learning activities related to the interests of
ABE students?

Is the vocabulary satisfactory for ABE reading levels?

Are the directions clear and simple?

Is further study on the part of the student encouraged?

Can the student move ahead at his own pace and achieve
maximum progress?

Is the material constructed with short-term apals so
that the student can feel a sense of accomplishment
after each use?

Are suggestions for instruction provided for the teacher?

Are the mechanics of the materials, such as the size of
the print and the layout of pages, suitable for ABE
studcnts?

Are pretests and post-tests available?

** Include the mechanics of equipment operation in the preservice
training program. Keep extra copies of equipment manuals in
the library or resource center.

** Evaluate methods and techniques at least once a year. Do they
improve student progress? libmrwell do adult stwir.nts like
particular methods or materials? Teacher enthusiasm for a
method sometimes overshadows facts about student progress or haw
well students like certain materials. An evaluation of an experi-
mental program is essential before moving to full-scale use of
the materials or equipment.
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RULES AND REGULATIONS

The following pages describe the program and its goals, the

priorities, regulations, and conditions under which programs will

operate, and the responsibilities which local educational agencies

assume in conducting programs.

Funding decisions are made in accordance with the merit of

individual applications as evidenced by the degree of program planning,

community involvement in the planning, +.1e feasibility of the program

design for meeting the educational needs of the adults to be served, the

Ability of the applicant agency to satisfy the regulations and conditions

set forth in these guidelines, and the relationship of the proposed

program to the priorities, terms, conditions, and objectives of the

individual programs under which monies are requested. The planning

process is a requisite to effective programing. Planning should be the

mutual effort of the community and the educators. It begins with a

determination of the community's social, political and economic climatp

with an emphasis on unmet educational needs and desires.

1. PROGRAM PRIORITIES

Such criteria and priorities are designed to assure that first
priority is given to programs which provide for instruction
in speaking, reading, or writing the English language for person
functioning at the fourth grade level or below. Second priorit
is given to such instruction for persons functioning above the
fourth and through the eighth grade level. Third priority is
given to such instruction for persons functioning above the
8th and through the 12th grade level or its equivalency.
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In determining whether the need for adult basic education has
been met in a particular school district or other area the State
agency considers among other factors: (a) The degree to which the
responsible educational agency has made available the opportunity
for all adults functioning below the eighth grade level to parti-
cipate in adult basic education programs; (b) the degree to which
the responsible educational agency has utilized the most recent
State and county statistical and census information regarding
adult educational attainment.

2. COOPERATION

The task of locating the undereducated adult and encouraging his or
her enrollment and attendance in adult classes requires the active
cooperation of both federal and state agencies, civic organizations,
and adult leaders in the community. The director of the program
should ascertain which individuals, organizations, and agencies may
be of assistance to him or her in identifying the undereducated
adult, as well as be in a position to recruit and refer students
to the program.

3. ADVISORY BOARD

In order to assure that the program is meeting the needs of the
local community, it is recommended that an advisory committee be
appointed to provide the program director with additional knowledge
of the adults to be served. An advisory committee is an advice-
giving body assisting the program in meeting its proposed objectives.
A majority of the adult schools already have advisory councils. These
may also serve to assist the director of the adult basic education
program.

4. TUITION AND FEES

Tuition and fees, if any, collected from students enrolled in other
adult education programs, may not be included as part of the Federal
or non-Federal expenditures under the State plan.

5. SHARING OF EXPENDITURES

The sharing of expenses includes any State or local educational
agency monies expended for the purposes delineated under "Eligible
Cost," any any State or local educational agency monies expended for
Adult Civic Education, a program of basic education in effect in
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Massachusetts since 1919. Adult Civic Education is considered a
component part of the total Adult Education program for purposes of
reporting, and expenditures related to this program are considered
eligible to be counted-for sharing purposes only if such expenditures
related to this program are considered eligible to be counted for
Sharing purposes only if such expenditures meet with the criteria
established in "Eligible Costs.'

6. INSTRUCTIONAL HOURS

Classes should be conducted in accordance with the organizational
pattern of the local agency. In a learning center, it is recognized
that instruction is often on an individualized basis. In any
class, at least four instructional hours per week for aminimau of
30 weeks rust be provided.

7. ION-- ENGLISH- SPEAKING STUDENTS

Non - English speaking adults enrolled in the ESL -ABE classes must
give assurance of commitment towards adhieving those goals as
outlined in the Instructional Areas towards campetency at the
eighth grade level through standardized testing. A student will
also be considered graduated when he attains competency at the
eighth grade level by standardized testing. In other words, the
learning goals persued by ESL students must encompass a broader
academic range than merely learning English. The student must

have a committment towards achieving academiC competency at the
eighth grade level in the areas described in section 9.

8. CURRICULUM AND INSTRUCTION (see section II E)

Generally there must be three levels of instruction for both
native born and ESL-ABE adults: the beginning level, grades 1-3;

the intermediate level, grades 4-6: and the advanced level, grades
Students demonstrating skills at or above the 7.5 grade level may
be considered either adult basic education or preparatory high
school equivalency students.

9. CONTENT AREAS

Reading--Students enrolled in the ABE Program rust demonstrate a
statistically significant increase in reading performance scores

as measure by standardized testing.

Mathematics--Students enrolled in the ABE Program must demonstrate
a statistically significant increase in mathematical performance
scores as measured by standardized testing.

Social Civic Concepts--Students enrolled in the ABE Program must
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demonstrate additudinal and behavioral changes in their roles as
parents, producers, consumers, and citizens as measured by structured
teacher and/or counselor interview.

English as a Second Language in Adult Basic Education--Students
enrolled in English as a Second Language classes in the ABE Program
must demonstrate the ability to understand and speak communicational
English with 90 percent accuracy those basic patterns of language
syntax and structure practiced in class as measured by teacher -
constructed oral tests.

10. TEACHER TRAINING

Each program must provide pre-service and in-service programs for
teacher training. The program director is responsible for initiating
these programs, and a special section in the program proposal is
provided for these expenses. A three-year Staff Development Region
I grant by the U.S.O.E. has been awarded to the University of
Massachusetts for providing professional training in Adult Basic
Education. Through the coordinated efforts of the University and
the ABE State Office goals have been established for effecting pro-

fessional growth. You should feel free as a program director to call
on the University and the State Adult Basic Education Office for
assistance in providing pre-service and in-service training for your
new experienced staff. Assistance can be offered in the form of
on-site trainers, conferences, materials, programed audiomedular
packets, reviewing program curricular materials, planning for college
courses in adult education curriculum and methods, providing
evaluative services, and conducting other special activities directed
at the improvement of resources for the training. (see section on
IV, E & F).

11. PROGRAM DIRECTOR

The local agency has the responsibility for appointing a qualified
principal adult education administrator (program director).

12. %EICHER QUALIFICATIONS

a. Massachusetts State Teacher Certification.
b. Completion of such pre-service and in-service courses as may

be required by local and state policy.
c. Waiver of "a" and "b" may be granted in exceptional or extra-

ordinary circumstances.

13. ASSOCIATE PROFESSIONALS

The local program has the responsibility for determining the auali-
fications of associate professionals.
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14. ADULT EDUCATION LEARNING SPECIALISTS

From time to time, local agencies may need adult education learning
specialists. Such specialists may be in the areas of curriculum
development or coordination. The local agency in cooperation with
the state agency, shall share responsibility for determining quali-
fications of such specialists.

15. GUIDANCE AND COUNSELING

Each basic education program will provide guidance and counseling
services for the adults. The under-educated adult presents a host
of values, attitudes, ideals, interests, capacities, aspirations and
problems which need to be bridged, reconciled and solved. The purpose
of guidance in adult basic education is to assist each student to
develop realistic ideas and images of himself or herself; to discover
opportunities in the world; and to help or her formulate, plan for
and achieve realistic goals with ever increasing self-direction.
Therefore, the student should learn about himself or herself, learn
about opportunities in education and employment, develop sound habits
and social relationships, and make and carry out plans. In small
part-time programs such services are probably best accomplished
by instructors in the classroom situation. Full -time learning centers

are required to employ a counselor. The adinfnistrator, teacher, and
guidance counselor should plan cooperatively and meet frequently
so that they may better understand what each is able to do for the
student. A suggested list of concerns axe as follows:

individual counseling
group counseling
orientation
testing (placement-a&devemnt-diagnostic)
use of testing information
grouping
individual personnel folders
attendance
progress reports
appraising performance
certification and graduation

The guidance counseling program must be concerned with much more
than the collection of test results and the recording of student
progress. It must concern itself with the individual student,
his or her needs, progress, and problems at school, home, and work.
Most important, it must provide assistance in resolving such problems.
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16. TESTING

Testing is essential to determine the level of t:1 incoming student,
to diagnose his or her educational needs, and later, to measure growth.

17. REPORTING AND EVALUATION

All federal programs require reporting and evaluation systems
designed to justify the expenditure of monies in terms of program
accomplishments and the attainment of program goals. Programs will
be expected to submit all required program and fiscal reports with
a view to program accountability and improvement.

Local educational agencies, other state governmental agencies conducting
programs will submit to the Massachusetts Board of Education such
periodic reports on such forms and containing such information
as the Massachusetts Board of Education may require to systematically
carry out its responsibilities under the State Plan, and will keep
such records, afford such access thereto, and comply with such other
provisions as the Board of Education may find necessary to approve
the correctness and verification of such reports.

Data will be collected periodically and systematically from individual
student records, records of attendance, achievement scores, teacher
and supervisor reports and other sources of information in compliance
with Federal and State Laws concerned with confidentiality that will
permit evaluation of the Adult Education program.

Each program will be supervised by personnel of the Massachusetts
Board of Education, and reports of progress will be made as directed
by the Massachusetts Board of Education.

See Section IV for complete information on how to prepare regular
reporting forms.

18. LOCAL ANNUAL PROGRAM PLAN

By February 1 of each year, the local agency will prepare the local
annual program plan for the following fiscal year. The local agency
shall utilize the appropriate forms as they appear on section

39 BUDGETARY REQuiRnorms

a. The fiscal year extends from July 1 to June 30. When a proposal
is approved, unless notified otherwise, four quarterly payments will
be made during the course of the fiscal year. Each payment will be
approximately one- quarter of the total amount allocated for the
program.
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b. Bonafide expenditures and encumbrances made under accounts
payable on or before the end of the fiscal year must be liquidated
within the following twelve month period. If a program is not
refunded the subsequent year, all capital its and instructional
materials bought with Federal funds are to be returned to this office
following a fiscal audit review.

c. At least half of tbe total budget will be for instructional
salaries.

d. The purchase of any capital non - instructional items costing
$200.00 or more must be specifically approved before purchase.
An inventory of such capital items will be kept, both with the
local agency and with the State agency.

e. Accounting records should be available for inspection on a
week's notice.

f. Categorical transfers of monies after a budget is approved
will be allowed up to 10%.

20. ELIGIBLE COSTS

a. Salaries, wages, and other personnel service costs of permanent
and temporary staff employees, members of advisory groups and
consultants for the performance of services reasonably related to
programs, services, and activities under the State plan, including:

1. the costs of regular contributions of employers and
employees to retdrement, workmen's compensation, and other
welfare funds, and

2. payments for leave earned with respect to such services,
including educational leave:. Provided, that such leave is
approved in advance by the state agency and is in conformity
with the policy of the state. The fact that funds are used
for the salary of an employee on such leave does not preclude
Federal financial participation in the salary of the person
employed to replace him or her, as long as the replacement is
otherwise eligible.

b. Fees, tuition charges, or other payments for the education or
training of employees whether or not on educational leave, while
attending course, workshops, conferences, or seminars, approved in
advance by the State agency for the benefit of programs, services
and activities under the State Plan.
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c. Conference and travel expenses of staff and consultants. There,

too, in accordance with established appropriate State, local or
institutional travel regulations and limitations.

21. AUDIT (P EXPENDITURES

The account of participating agencies will be audited by auditors
employed by the State Board of Education. These audits will be
made annualy and copies of such audits will be available in the
office of the State agency.
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FINANCE

This section concerns itself with haw to handle your program's

money: sample accounting procedures, reporting procedures, and general

administrative advice. Specific information on how to fill out various

state forms is found on section

The First Thing to Do

As an Adult Education Director, with fiscal and the responsibility

for a great deal of money, your first step should be to call your local

school district's finance officer (he or she may have any one of a

variety of titles, but you know who he or she is) and make an appointment

at a time when both of you can sit down for a long, uninterrupted talk.

He or she is the person who knows all there is to know about how to

handle your program's resources. Local districts vary considerably in

their rules and regulations in regard to control of program spending and

administration. Following, however, are some general areas about which

you will want to question your finance officer:

1. Ordering Material: How do you go about purchasing supplies for

your program? Do you make use of a purchase order? What does one

look like? How do you fill it out? If not, haw is billing arranged?

Most importantly:

a) Is there a price limit for individual items? Most school districts
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will set a maximum amount of money (like $100 or $150) that
can be spent on a single it without it going out for a bid
from various suppliers. Find out what that amount is, and what
that amount is, and what the procedures are for asking for bids.

b) 'lb whom are supplies to be delivered? Often audiovisual equipment
must be delivered to a central workshop for the entire school
district, where it is checked over before going into service.
Find out if this is so.

c) Ask if "software" supplies (paper, pencils, ink, erasers) are
available from a central supply point, or whether you are expected
to order them separately for your own program. This question
may have already been raised when you were filling out the nrogram
proposal (see Section V-A).

d) Ask what system the school has to maintain inventory of supplies.
This is particularly important when dealing with expensive but
easily-removed its such as typewriters, cassette recorders,
and phonographs. Find out if they can be tagged, and keep an
accounting yourself of where they are.

2. Ask about the payroll. Your employees will be coming to you with

questions about their paychecks. Perhaps they will feel some mistake has

been made, or perhaps they will be concerned about taxes, payroll

deductions for savings, insurance or parking, or they will want to know

About vacation time, or sick leave. For instance, sick -leave pay is

not subject to social-security tax. That bit of information may save

some time and administrative bother later when an employee asks why

his F.I.C.A. deduction changed last week. Ask your finance officer to

explain to you how the payroll system works, and how it doesn't work

so that you can do the same for your staff when they ask you.
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3. How do y22, know how much money y have? Ask the finance officer

what arrangements are made to inform you of had much money remains for

your program to spend. In most cases, when the check from the state

arrives, it will be placed in the general fund of your school district.

An "account" will then be set up for you within this fund, with the

amount of the state's grant as your beginning balance. Periodic

reports will be issued you to tell you what you have left to spend.

Ask your finance officer:

a) Bow often will you get these reports?

b) that do they look like?

c) How do you read them? What do these funny signs over here in the
corner mean anyway?

d) If your program will be charging tuition fees, and these fees are
to be made available for your program to spend,

**TO whom do you give the money?
**Do you take cash, or checks?
**How do you give a receipt? Is a plain dime-store

receipt book sufficient?
**How is that income reflected in the periodic reports?

e) EVen if that money is not going to be made available to your program
to spend (it isn't always), how can you find out, keep track of how
much money you've taken in as a talking point with your school

committee?

f) Are you expected to respond to the report in any way?

g) Is the report according to just one lump sum? Or is it broken down

by category of spending, with limits on each category according to

your program proposal. In most cases, it will be a lump-sum report,
and you will have to keep track of categories yourself, as explained

below.

There are, no doubt, a number of other questions that you will

think of to ask your finance officer. But remember this cardinal rule:
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DON'T SPEND OR ORDER ANYTHING UNTIL YOU HAVE SPOKEN TO H114 OR HER

ABOUT THE ABOVE FACTS. You will find that, in most cases, he or she will

be more than happy to acquaint you with administrative procedure, and

will be appreciative of your asking for advice before proceeding.
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KEEPING ACCOUNTS

In part, the ABE Director's function is to receive funds, order

equipment and supplies, pay salaries, pay bills, maintain records of

all transactions, and make regular reports to the ABE unit of the

Bureau of Adult Services.

To carry out these functions in a business-like manner, the

Bureau of Adult Services wculd like to recommend a simple, uniform

accounting system. The purpose of suggesting this method of record

keeping is to assist those directors who are relatively unfamiliar with

accounting practices, and at the same time to assure an accurate

reporting system for the purpose of annual audits. The system is meant to

supplement, not replace, any local accounting system offered by your

school department. It represents a minimum of information which should

be maintained by the Director. If your program is large and its finances

complex, it is urged that you devise, with the assistance of your local

accounting office, a more advanced system.

Recommended Accountia Systems

The basic materials to be used with this system include:

1) 'l -page, 14-column accounting papfsfor recording all monetary
transactions.

2) Folders-for use in systematically filing vouchers, bills,
receipts, copies of requisitions or purchase orders, and other
such documents.
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Sample Ledger Page

The adjoining ledger page gives examples of a few of the entries

which may be made in keeping your records.

Description:

Briefly explain each item, recording the date when it occurred.
One possible means of describing an item is to refer to an invoice
number, a receipt number, or a purchase order number. You may want
to provide space to enter a variety of information concerning expenditures,
such as invoice number, purchase order number, etc.

Expenditures:

In general, you will want to organize your expenditure columns
according to the categories by which you will have to report on the
"Monthly Statement of Expenditure" form (see Section Ni-B). The sample
ledger sheet shows a beginning-month balance for each category of which
you wish to keep track. As money is expended on each item, enter the
amount under the appropriate column. At the end of the month, simply
add up all expenditures in each column and subtract the total from the
beginning balance to arrive at your new balance.

reminder: the "Monthly Statement of Expenditures" form asks for
infonnation based on monies either actually spent or monies ommitted
but not actually expended. That is, if you sent out a purchase order
for equipment, that money, from the Monthly Report's point of view, is
already expended and should be entered. If the actual amount is later
found out to be different, a correction can be entered with a reference
made under "description" to the previous entry (see example). In this
way, your totals are likely to differ from those given you by your
local school department's accountant.
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EVALUATING THE PROGRAM

An annual evaluation of the local ABE program by teachers, students,

administrative staff, and cosponsoring agencies has many advantages,

including:

* *

* *

* *

**

* *

* *

* *

An evaluation usually results in recommendations for program
changes. Furthermore, implementing change is usually easier
when those who are directly affected help make the recommen-
dations.

With annual evaluation, the purpose of the local ABE program
is more clearly understood by everyone--including students.

A self-evaluation of the program provides a valuable inservice
activity for teachers.

Evaluation helps to avoid false assumptions. A high dropout
rate, for example, may be blamed on poor instruction. Evalua-

tion may reveal that a poor policy of testing and student
placement is to blame or that the time classes are offered are
inconvenient for a number of students.

Periodic reports to the superintendent and the board of education,
including recommendations for pLuyLam improvement, can be sub-
stantiated with facts.

Budget recommendations, based on substantiated facts, are more
convincing than recommendations based on 09- ,ions.

Legal or financial restrictions, which critics feel impede
the program, can be defended with facts.

A complete evaluation of individual student progress in reading,

writing, and arithmetic is essential to relate the purpose of ABE to

its effectiveness. Same administrators dislike to test students on the

grounds that testing discourages them. Without an evaluation of each

student's progress, a director can only say, "We think ABE is achieving
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its major purpose. TJe don't really know."

Sumestions for Self-Evaluation

The following suggestions should help an ABE director build a

self-evaluation program:

**

* *

* *

* *

* *

* *

* *

* *

* *

Involve teachers in planning and conducting self-evaluation.
The most successful program evaluations are developed by the
entire staff on a step-by-step basis.

Develop and use anonymous student opinionnaires. The student
opinionnaire is a practical, inexpensive method of collecting
suggestions for program improvement and information about
program benefits.

Plan an annual follow-up of students. Fellowup can be a part
of teacher inservice training. The teacher is usually in the
best position to conduct a student follow-up study. Students
are more likely to respond to a reauest from a person they know.
As part of follow-up, contact ABE students currently enrolled
in other school programs.

Developv==post-test plan. Urge ABE teachers to keep
indivi of each student's grade-level placement test
scores. Also encourage teachers to repeat the entrance test
test at the end of the term to determine individual progress.

Decide what student data to collect. Analyze the data within
the limits of available staff time.

Make maximum use of existing records. Student registration
forms, monthly and annual attendance reports, student employment
records, and counselor reports provide information that is seldom
used to full advantage.

Have teachers conduct an annual self-appraisal. A self-appraisal
by each teacher gives the director an opportunity to discuss
individual strengths and weaknesses. Helping teachers to improve
their classroom techniques is one of the most important functions
of the ABE director.

Set aside specific times for classroom visitations. First-hand
observation is essential. Put visitation times on your calendar
and allow nothing to interfere.

Have each member of the administrative staff, including the
director, vake an annual self-appraisal.
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** Prepare an annual evaluation report for the superintendent and
board of education. Include program successes, failures, and
aspirations.

** Before the close of the program year, prepare a list of improve-
ments planned for the next year. At specific times during the
following year, report to the superintendent and the board of
education on the progress made in accomplishing these goals.
Substantiate progress reports with factual data.

** At least once a year, make a thorough review of ABE activities
conducted in partnership with community agencies. Both partners
should present facts and make suggestions for program improve-
ment.

** plete prog Indianevaluation at a time when findings and
reannendations for change will be useful in planning the
program for tie next fiscal year. The best incentive for
self-evaluation is stimulation of positive change.

ITplications

Evaluation is often the most neglected phase of school adminis-

tration. There can be no effective evaluation unless the purpose of

the program is clearly understood by everyone concerned. In the early

days of ABE, there may have been some excuse for not fully understanding

the purpose of the program or not knowing what was being accomplished.

Excuses are no longer valid. Directors of every educational program,

whether for adults or children, want more funds to serve students.

Without effective evaluation at the local level, it will become in-

creasingly difficult to substantiate requests for more ABE funds.

An ongoing plan for local evaluation calls for self-discipline and

an objective point of view. But a local approach has many advantages

over infrequent formal evaluations by an outside agency.
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RECRUITING

Most people enroll in ABE because they want education for more

than the sake of education. Recruiters are frequently asked questions

such as:

I have a job, so why should I give up my evenings to come back
to school?

Will the time I spend in ABE help me get a better jab?

Why should I risk eMbarrassment by going to school? I'm on
welfare.

'.ill I h a better chance of getting off welfare if I go back
to sdhoa

Will I learn how to buy more with my money?

Will I be able to help my children with schoolwork?

A desire for economic security, as provided by a job, is basic for

most people. A desire for social approvaldemonstrated by an attractive

home, an impressive car, a color television set, and other material

things--is also important. The ability to read and write is a funda-

mental need in our society. Potential students will usually enroll if

they can be assured that the ABE program will be of direct, personal

benefit.

Prospective students recognize that there is a relationship between

the amount of an individual's education and the amount of his earnings.

Yet, for many people, an education beginning with basic reading and

writing seems a long, tortuous process. ABE recruiters must be able to
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identify and sell the inuediate benefits to be derived from going back

to school. A good salesman, or recruiter, can translate buying motives

into appeals which will convince prospective students that ABE does have

immediate personal value. The recruiter must be prepared to counter

every negative response made by the prospective, or student.

Know Your CUstamers

A knowledge and understanding of potential customers, or students,

is essential. This principle applies to both direct and indirect sales

methods. Develop an appreciation of family traditions and an understand-

ing of the cultural patterns of potential students as part of the

preservice and inservice training for teachers and paraprofessionals.

For example, staff members should understand why students with Appalachia

backgrounds go "down home" on weekends and holidays. An awareness of

potential problems and probably reactions of students is also important.

Know Your Product

The product you are selling is the ABE program. Know what it has

to offer. The professional literature encourages directors to establish

written objectives. Yet, merely stating program objectives or the purposes

of the law will not encourage many people to enroll. Translate objectives

and purpose into meaningful terms that suggest benefits for prospective

students.

EXplain program advantages to prospective students. Convince

them that advantages, such as the opportunity to get one's awn goals,
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do exist. Stating the purpose of the program, in customer terms,

provides sales confidence and keeps the recruitment presentation from

becoming mechanical.

Develop a Positive Approach

Direct and indirect selling, with either the spoken or written

word, requires a friendly attitude. Personal appearance should radiate

warmth; the tone of voice, friendliness; and written communications,

appeal.

Use a strong opening. Many salesman, after introducing themselves,

use a question to stimulate interest. "Mrs. Jones, would you like to

save money on your food buying?" is a stronger opening than, "Mrs. Jones.

why don't you come back to school and complete the fifth grade?"

The adult education brochure of Midtown, U.S.A. announces, "On

September 12, ABE classes will resume at the Adult Center." Can you

imagine a soap company advertising, "On September 12, we will continue

to sell detergent XYZ in grocery stores." If ABE is to compete with

bowling, television, and other attractive offerings--if it is to overcome

the fears and apprehensions of people--program directors must use the

same basic principles of selling as company selling a particular product.

Demonstrate the service. In direct selling at have or at the

learning center, give the prospective student an opportunity to try

out a short lesson at an appropriate readina level. Give the prospect

some "hands-on experience" with instructional equipment. Consider

developing and using a brief slide presentation to create interest in
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the program. The gift of a one-page lesson may create interest and lead

to a desire for more lessons.

Practice Your Sales Technique

Inservice training of recruiters should include opportunities

to do the following:

* *

* *

* *

* *

* *

* *

Role play ways to handle clients who are skeptical, timid,
argumentative, or silent.

Practice telling and showing the ABE story. Photographs and
samples of instructional materials have eye appeal. Cassette
recordings have ear appeal.

Discuss ways to convince prospects to visit the program to
talk with students and staff members.

Strengthen recruiter listening techniques. Know what the client
is saying.

Practice countering client objections. Learn to distinguish
between an honest objection and an excuse.

Learn to turn objections into reasons for enrolling. Use role
playing with such common objections as:

I can't leave my Children to go to school.

It will take me too long to learn to read and write.

I can't afford to take the bus.

I'm afraid I'll fail again.

I'm too old to learn.

Locate Your Customers

Which sales methods produce the best results in a particular

community? The use of an informal survey among students currently

enrolled in the proylam is a common means of determining the most
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effective methods. Under the question "Haw did you Iftarn about the ABE

program?", list direct and indirect methods in current use. These may

include personal contacts by recruiters; use of printed announoarents;

radio, television, and newspaper stories; referrals by friends, relatives,

case workers, employers, and ministers; and publicity through public

libraries, PTh organizations, and so forth. The following means and

methods for locating prospective students are based on actual experiences

of ABE directors.

Connuni Partnerships

* *

**

**

Develop partnership arrangements with churches, public and
private social service organizations, public housing centers,
businesses, industries, and governmental agencies. Partnerships
provide one of the best means of selling ABE to large numbers
of people.

Send printed announcements about the ABE program to community
agencies that have direct contact with prospective students.
Use illustrations. Iteep working and sentence structure as
short and simple as possible. Avoid the use of educational terms,
such as target populktion, behavioral objectives, or multi-media.

Publicize the ABE program as a joint effort with other community
agencies. In one large city, the public library annually publishes
a booklet which lists all local adult education opportunities
offered by non-profit organizations.

Zxplain and demonstrate the ABE program to welfare department
case workers and others who have direct contact with clients.

Conduct training programs in selling the ABE program for recruiters
and volunteers working with community agencies.

Invite immigrants, either by letter or direct contact, to attend
special ABE classes for the foreign born. Names are generally
available from the post office or the local Bureau of immigration.
Aliens must register at the post office during the month of
January.
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** Exhibit and demonstrate new types of adult reading materials
and equipment at county fairs, shopping centers, school open
houses and other appropriate locations. Staff with volunteers
or paraprofessionals. Provide class schedules and enrollment
forms.

** Use vacant store windows for displays about the ABE program.

** Make presentations at club meetings. Members of organizations
often have direct contact with potential students. Slides,

overhead transparencies, and other media should be kept up-
to -date and cataloged for presentations of varying length.

** Invite ministers, welfare directors, and others with an interest
in ABE students to participate actively in the program. Their
degree of interest in selling potential students is usually in
direct relationship to their own involvement in the program.

Radio and Television

**

* *

* *

* *

* *

Become personally acquainted with directors of local radio and
television stations. Maintain face-to-face contact throughout
the year, not just once-a-year contact by letter or telephone.

Radio and television spot announcements should be limited to
the amount of time specified by individual stations. Use
students as often as possible as announcers. Students often
come across better to prospective students than an educator or
a professional announcer.

Have students help plan messages for prospective students.
Seek their advice on clarity and understanding.

Investigate joining with other school districts in the geographic
area for public service announcements. Adults can be urged to
enroll in one of several ABE programs.

Give special attention to stations that appeal to prospective
students--for example, radio stations that specialize in country
and western or soul music.

Newspapers and Other Publications

** Get to know local editors of both daily and weekly newspapers.
Keep in regular contact with them.
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** Newspaper feature stories about student accomplishments are
often more effective than announcements. Human interest stories,
which should have the approval of students mentioned by name,
help to build pride in the program.

** Many industries publish in-house newspapers or magazines for
their employees. Feature stories about employees and general
announcements about ABE offerings are usually welcomed.

Within-the-School Partnerships

** Offer BE classes at an evening adult center in conjunction
with job preparatory and non-credit general adult education
classes. When ABE classes net in the sane building as other
adult classes, much of the stigma of attending "a school for
adults who can't read" is removed. Further, the opportunity
to prepare for a job in conjunction with ABE may be available
at the same locationan important sales point.

** Organize child care centers for mothers of small children.
This can sometimes be done through other areas of adult
education such as parent education, general adult education,
or home economics child care programs.

* * Prospective students may call the school to confirm ABE
schedules or seek assurance that the program is for then. The
basic principles of effective selling applyincluding courtesy
and a pleasant voice that reflects a desire to help the caller.
Keep a list of callers, phone numbers, and addresses. Send ARE

sales material to them. Have a recruiter or other staff person
make a personal visit.

** Use information provided by school records. Cbntact high
school ropouts and convince them to enroll in the ABE brogram.

** Invite school superintendents and iaanbers of boards of education
to visit classes. Set up occasional special visits to include
state legislators and congressional representatives. Officials
will usually not visit the program unless specifically invited
to do so.

Student Contacts

** Encourage ABE students to bring their friends or relatives to

the learning center.

** At the close of the program year, ask each ABE student to
self-address an envelope. Send each an announcement prior
to the opening of the new program.
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Close the Sale

There are several effective techniques for getting client action,

or student enrollment. Among them are the following:

* *

* *

Offer to fill out the registration form for the prospect.

Contrast the advantages of enrolling in the ABE program with
the disadvantages.

Review the sales points.

Arrange a visit to the ABE center if the prospect is hesitant
in making a decision.

Accompany the prospect to a counselor or a teacher for another
person's sales pitch.

70.

Implications

Determining the effectiveness of various medc& of ARE, selling

in relationship to administrative time and cost is an essential part

of ABE management. Same directors feel that the development of an

effective instructional program is the best means of selling potential

students, because it results in satisfied customers. Satisfied customers

are essential in maintaining enrollment, but they are not enough. Both

direct and indirect sales methods are needed to build enrollment.

ABE requires a more inimnsive sales program than other areas of

education. In general, the less education people have, the more

encouragement they need to overcome fears and reservations and to weigh

the value of returning to school.

How many ABE students are enrolled in the local program in relation

to the adults in the community who need the program? TO answer this
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question, use 1970 census data. If the percentage is low, an improved

direct and indirect sales program is needed.
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CERTIFICATES AND DIPLOMAS

The ABE student is often in need of frequent reminders of significant

progress in his work. As an ABE director, you have both a right and a

responsibility to providethe means for such recognition. One means is

to design a number of certificates or diplomas indicating significant

achievement by students. You are free to design whatever levels of

recognition you like: each grade-level, subject oriented, eighth-grade,

etc. Of course, upon successful completion of the G.F.D. (General

Educational Development) examination, a certificate will be issued to

the new graduate. An example of some certificates designed by other

school districts appears on the folliwing pages.

You may want to investigate with your school committee the

possibility of providing an alternative to the G.r.D. in the form of

an Adult High School Diploma issued upon completion of a number of

carnegie-units in appropriate adult curricular material. Such an

alternative would have to be offered in conjunction with a local school

committee decision to grant such an Adult Diploma. Such factors as

work and life experiences, military education and training, and previous

high school credits can thea all be counted, according to pre-set

formulae, towards the high school diploma.
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STAFF DEVELOPMENT PRESERVICE

Should regularly certified teachers with no preparation for

instructing adults and no experience teaching adults be assigned to

ABE classrooms or learning centers without preservice training? Most

authorities agree that the quality of ABE instruction, especially

during the first few sessions, is a critical factor in retaining

students. The practice of employing untrained teachers is a serious.

perplexing concern of many directors.

Reasons for Concern

The use of untrained personnel is unfair to both teachers and

students. MtCh time and effort devoted to student recrtk.tment, selection

of materials and equipment, and other important activities can be

nullified. The reasons trained ABE teachers are unavailable provides

possible clues to a solution:

* *

* *

* *

Almost no teacher training institutions have preparation for

instructing adults as a part of their undergraduate programs.

Several excellent graduate programs are available in adult

administration and ABE instructional methods and procedures.

However, few teachers work toward advanced degrees in anti-

cipation of part-time reaching.

any new approaches to ABE inservice training have been developed

in recent years. However, inservice programs on local, state,

and national levels are usually designed for practicing teachers.

Most research studies and professional writing are concerned

with inservice rather than perservice training.

Summer preservice workshops once provided training for most

new teachers. Now, in some communities, as many teachers are

employed during; thP year as in September or October. Learnim

canters and individualized instructional methods have made it
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possible for students to enroll throughout the calendar year.
Home instruction programs may begin any time. New classes in
partnership with business and industry and community agencies
are organized throughout the year--meaning teachers enter the program
at different times.

Continuous teacher employment demands a continuous preservice
training program. Group preservice training methods are no longer
adequate. Individualized teacher training methods, as opposed to
group instructional methods, are a necessity.

The development and operation of an effective preservice program
can be a time-consuming responsibility. Administrators generally
agree that preservice training should have a high priority. Yet,
many ABE directors serve on a part-time basis and, of necessity,
must select their administrative priorities. If only one or two
new teachers are employed a year, the director finds it difficult
to justify the time and expense involved in a local preservice program.

Cooperative Solutions

One solution to the preservice problem is to organize and operate

a cooperative training Erogram. Many of the barriers to an effective

preservice program are removed when school districts within an immediate

area pool their personnel resources and budget allocations for teacher

training.

Preservice training offered by the local district, or as a combined

effort by several districts, might provide new teachers with opportunities

to do the following:

** Observe ABE instruction in several classrooms and laboratories.

** Learn the needs of ABE students and ABE instructional methods
through use of specially prepared video recordings, audio tapes,
films, and programmed instructional materials.

** Study the ABE instructional materials used in local classrooms
or laboratories.



**

* *

77.

Become familiar with the operation of instructional equipment.

Become acquainted with the building and its facilities.

Meet informally with other teachers, counselors, administrators,
and other staff members in the local ABE program.

Read professional growth pamphlets, books, and materials.

Meet as often as necessary during the training period with the
local director or supervisor. Cbunseling and reassurance to
the trainee are essential during preservice training.

Became familiar with local administrative policies and practices.
Teacher reports and unfamiliar classroom or laboratory procedures
can be frustrating. If such details are included in the pre-
service training, the teacher can devote maximum time and
energy to instruction during the all-important first days on the
job. A teacher handbook and other pertinent materials should
be made available to trainees by each participating district.

Coordinate preservice training with inservice training. During
the first weeks in the classroan or laboratory, the new teacher
Should have daily access to professional assistance if need be.
Consideration should be given to assigning an experienced
teacher to work with the new teacher during this period.

Implications

Many new teachers, through circumstances beyond the control of ABE

leadership, center the classroom or laboratory with little or no prepara-

tion for teaching ABE students. How many adults drop fram the program

and sacrifice their last opportunity for an education because the teacher

is unprepared? No one knows. The tine lag between initial employment

and the opportunity for inservice training is a void which must be filled

if ABE is to function at an effective level.

The employment of teachers on a continuing basis throughout the

calendar year necessitates preservice training on an ongoing basis.
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This may mean preservice training on an individualized basis rather than

through traditional group methods. Individualization of instruction is

applicable to teacher preparation as well as student instruction.

Many administrative problems cannot be solved by the director

alone, especially not in a smaller oammunity with a part-time director.

Cooperative training efforts among districts offer many possibilities

for better use of personnel resources and funds. In the final analysis,

local directors must assign their program priorities and the importance

of preservice training should not be overlooked.
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STAFF DEVELOPMENT- INSERVICE

Many ABE programs have one or more teachers whan the director

considers to be outstanding. Few students drop from the classes of

these teachers. A majority of the students demonstrate significant

improvement in basic skills. Many secure employment as a result of

the teachers' efforts. Directors often ask themselves, "What can I

do to encourage or stimulate other teachers to this level of teaching

competence?" The best available method appears to be a good inservice

teacher training program.

Teacher Competencies and Learning Considerations

The first step in planning an inservice program might be identifying

the competencies, or combination of competencies, of outstanding teachers.

The following are.often recognized:

** Enthusiasm for ABE combined with a strong desire to improve
personal teaching competencies.

** A genuine interest in understanding of the adult learner.

** A thorough knowledge and understanding of the subject matter.

** Skillful use of appropriate instructional techniques.

The second step in planning an effective inservice program is to

select appropriate learning methods. Consider the following:

** How teachers can gain better insight into problems of ABE
Students.
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** How teachers' empathy with students can be further developed.

** Haw teachers' understanding of the subject matter can be improved.

** How all staff members can be motivated toward greater effort.

Deciding how to improve particular teacher competencies should

not be too difficult for ABE directors. Teachers learn in the same way

that ABE students, doctors, carpenters, and everyone else learns--through

observation, participation, inquiry, application, and evaluation. The

basic principles of effective ABE instruction apply eaually well to

training teachers.

The teacher who constantly lectures to students is considered

ineffective. Yet, the most common from of inservice training is to

bring in a resource person to lecture to teachers on how to improve their

instruction. Invariably, in planning and inservice program, the first

auestion is, "What outstandilg authorities are available to address

the group?" Small group dieussions may follow the address to provide

an opportunity for teacher participation. This often terminates the

inservice training program. There has been no inquiry, no application,

ana only superficial participation and evaluation. What has been pre-

sented may soon be forgotten by the teacher.

Tb plan an effective inservice training program, a number of

factors should be recognized:

** The capabiE-ies of teachers vary. Inservice training should
not begin at the same place for all teachers any more than
instruction shcw.cR begin at the same place for all students.
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Training should be directly related to the needs of individual
teachers. Some teachers need to improve their knowledge and
skill in teaching adults to read. Others need a better under-
standing of the adult learner. A few will need to be encouraged,
or even prodded, into using their full capabilities as teachers.

A close relationship should be developed between what is to be
learned and the selection of a learning method.

Resource people with first-hand experience in teaching adults
should give teachers practical suggestions for ;.mrediate use
in the classroom or learning laboratory.

Outstanding teachers in the local program are valuable resource
people. Representatives of community agencies who work directly
with students in other situations should also be considered.

Locally prepared video tapes and films can be valuable tools of
inservice training and conserve the time and energy of resource
people. An ABE professional library should be stocked with
carefully selected materials and should be readily accessible
to all teachers.

Effective inservice training should have a twofold purpose--helping

individual teachers grow professionally and improving the local program.

Observation and Participation

Observation and participation are the methods most commonly used

for inservice training. The following activities illustrate ways in

which these two methods can be used:

** Create opportunities for teachers to visit other ABE programs
to observe instructional methods, special services for students,
and administrative procedures. Observations often provide the
seeds for new ideas. Visits can also be reassuring. 'feathers
may find the local program is stronger than they thought.
Hopefully, they will also discover ways to improve their own
effort.
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** Arrange for teachers to visit community service organizations
to learn more about the day-to-day concerns of ABE students.
There are dozens of such community service agencies. Since it
will be impossible for teachers to visit them all, short
interview-type video recordings are possible substitutes.
Pamphlets from the Better Business Bureau, Bureau of Narcotics
and Dangerous Drugs, Veterans Administration, and other agencies
should be available for teacher reference and study.

** Have groups of teachers collect, review, and select professional
materials which should be of direct help to individual teachers
and inservice planning committees. Few administrators have
the time to locate and screen research studies and pmfessional
materials which may be of value to teachers. Delegate the
task; then make selected materials readily available.

** Give teachers the opportunity to demonstrate their instructional
techniques to other teachers. The ability of teachers to develop
effective methods and techniques should not be underestimated.
Furthermore, teachers often benefit from observing the instruc-
tional methods of other teachers in the same program. Demon-
strations of effective teaching performance should be handled
without embarrassing either the outstanding teacher or the
observers.

** Encourage teachers to report suggestions students make for
program improvement. Some are excellent.

Inquiry Apprcadh

Inquiry as a learning method is used less frequently than obser-

vation and participation. Yet, inauiry is one of the most important

routes to learning. Teachers frequently ask such questions as:

In what way are students' personal problems related to teaching
reading ?

How effective are we working with non-readers?

Can we expect people to enroll in ARE just to learn to read and
write, or must other services be provided?

Such questions may appear to be a challenge to the competence and

authority of the supervisor or director. Teachers who constructively
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ask 'Why?" are often responsible for initiating major instructional and

administrative improvements. When the true spirit of constructive

inquiry is established, teachers will ask such auestions as:

Why are AM: students sensitive to certain terms?

Why is one instructional device considered superior to another?

Why don't we have more information about students' financial
problems?

Why is student recruitment a major problem?

When teachers study and investigate such Questions, inservice

training can become a professional growth program dealing directly

with major local issues.

Application Techniques

Problem solving, based on facts, is an important phase of student

learning. Problem solving is altm important for teacher learnina.

Most people, including teachers, learn best through solving actual

rather than simulated problems. Application may be as simple as "hands

on experience" with a piece of instructional eauipment under considera-

tion for purchase. Or, application may be as involved as develppina

a plan for the continuous self - evaluation of the ABE program.

Except in cases et extreme urgency, nest directors do not have

the time or the energy to develop comprehensive plans for the improve-

ment of instruction. In addition, such plans must be sold to teachers- -

a task in itself. Curriculum development is an effective inservice
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professional growth activity. Fmcourage teachers to develop a curriculum

based on student objectives rather than philosophical or teacher-determined

goals.

Beginning teachers frequently have difficulty making the transfer

from broad educational objectives to practical student objectives. Give

beginners ample opportunity to solve their instructional problems. Review

proposed solutions with them. Let them try feasible ideas. Their

approaches; may work surprisingly well and provide redirection for a

Program.

Evaluation

ABE students like to know haw they are progressing. Teachers,

like students, want to know how much their performance has improved. A

common complaint of teachers is that no one ever visits their classes.

Teachers have the right and obligation to self-evaluate their awn progress

regularly and discuss their progress with the director or supervisor.

Weaknesses in teaching performances are usually not terminal. The inservice

training program provides the opportunity for improvement in teaching

performance and an opportunity for re-evaluation.

Inservice training is directly related to supervision of teachers.

Teacher self-evaluation can point up weaknesses. Inservice training

can help the teacher overcame identified weaknesses and improve teaching

performance. The director has the responsibility of helping the teacher

follow through in the classroom or learning laboratory.
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Liservice as a Cohesive Force

Many ABE teachers in rural areas work apart from other teachers.

The same situation exists in urban areas where teachers work alone in

neighborhood centers, public housing projects, or business and industry

facilities. Other ABE teachers are isolated in an adult high school or

general adult education center.

Taking ABE classes to the students, in both rural and urban areas,

is highly desirable. This does, however, increase the need for arranged

teacher -to- teacher contacts. The instructional problems and the interests

of ABE teachers in rural and urban areas are often similar. Drive -in

workshops serving specific geographic areas work quite well.

Interest in Saturday inservice activities has also increased.

Teachers of morning, afternoon, and evening ABE classes like to meet

together to consider mutual concerns.

Implications

If educational services for APE students are to be substantially

Improved, preservice and inservice training can no longer be considered

as perfunctory activities. Time must be provided for such training.

Sufficient funds must be budgeted.

Learning is not as simple as pouring water into a bottle. Inserrice

training, if it is to be more than teacher indoctrination, rust be

based on a mutual understanding of what the teacher needs to learn. The

stage is then set to use every method of learnina in a variety of

training situations.
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Same types of inservice training can be best accamnlished in the

local school system. Others are more effective if they are orovided as

a cooperative effort. The trend is for several districts to join toaet-

her in inservice training and other activities which are mutually

beneficial. Such ventures can effectively supplement services offered

on a state-wide basis.

Research studies indicate why pre3ervice and inservice training

is important. Many formal evaluations of PBE programs throughout the

country indicate what needs to be done to improve programs. But it

remains for directors to implement ways and means for substantially

improving reaching performance.
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COOPERATIVE VENTURES

Cosponsorship of ABE classes under cammunity partnership agreements

are mutually beneficial and one of the most effective means of student

recruitment. More important, cammunity partnerships can provide students

with broadened services in such areas as vocational training, health,

employment, and social welfare.

Partnership Motives

The primary motive of a business partnership is usually profit.

The underlying motive of an ABE community partnership is to provide

improved services for people. Basic principles for both partnerships

are the same:

** The partners work together in a common erfort which is expected
to be mutually beneficial.

** Each partner assumes a share of responsibility and makes an
individual contribution to the total effort.

** The partners agree that in working together they can accomplish
more than they could on an individual basis.

** The partnership is based on personal understanding, trust, and
mutual agreement as to method of operation.

Why should a school district, which has sufficient funds to operate

its own program, become involved in partnerships with other community

agencies? Why should a local director possibly sacrifice authority to

work with agencies that may be considered competitors? The answer to
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these questions lies in the philosophical direction of the local ABE

program.

An ABE program needs comprehensive student recruitment, effective

counseling, and adult-oriented instructional methods. Partnership

arrangements, in both urban and rural communities, can help with these

dimensions and add others. Scores of organizations providing health

services, public and private employment services, goblin and social

welfare services, and shurch and recreational services have a commitment

to undereducated adults.

Several steps an ABE director can take to develop community nartner-

ships are:

* *

* *

* *

Identify cam:unity agencies and business and industrial organi-
zations inc a ccumitment to potential ABE students. Become
personally acquainted with the directors of such agencies
and organizations. The local United Appeal office, State Employ-
ment Service office, Chamber of Commerce, public library, labor
organizations, association of ministers, and business leaders
can provide names and addresses of prospective partners.

Call an agency directors to learn the goals of their respective
programs, their problems, and their aspirations. Many of these
directors will be unfamiliar with the local ABE, program. Explain
what you are trying to accomplish. Discuss same of the problems
of providing health and job placement services. A frank dis-
cussion of ARE operational problems, such as finding appropriate
daytime classroom space, may suggest a mutually beneficial
reason for a partnership.

Accept qualified directors of community agencies as senior
partners, rather than junior partners. Then an *L
is willing to enter into such an arrangement, an important sten
has been taken in ABE partnerships. Narking within the frame-
work of state ABE guidelines, each partner agrees to assume
specific responsibilities student recruitment, counseling,
health services, instruction, job placement, follow-m, and
other student services.
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Partnership Cbnsiderations

Partnership agreements are seldom reached in one contact, and

not all agencies will show an interest in a partnership arrangement

with the public schools. If there appears to be a genuine interest,

explore specific ways in which cooperative efforts would be mutually

beneficial. Examples include the following:

* *

* *

* *

The public housing authority may be interested in having
tenants learn about consumer economics and care of household
equipment. If ABE provides this instruction, the housing
authority may be willing to provide classroom space.

The local agricultural extension service ray be interested in
ABE instruction that is related to learning to read instructions
for proper use of feed, 00e...d, fertilizers, and farm machinery.

The extension office may be willing to help with recruitment
and provide same reading materials.

Restaurant owners, buildingmanagers, factory foremen. municipal
service administrators, and other employers may be interested
because they want their employees to be able to read job instruc-
tions and safety precautions. Management may be willing to make
same released-time arrangements.

Many considerations are a part of any partnership arrangement.

Among them are the following:

** ritually agree on the services each partner is to perform.
Each organization logically performs those services which it
does best and is prepared to finance. Recruiting students
may be easy for an industry, but locating a certified teacher
and selecting instructional materials may be mite difficult.
Successful partnerships are usually those in which responsibilities
of partners are agreed on in advance and in writing--a good
business practice to avoid later misunderstandings.

** Familiarize each partner with the guidelines under which ARP
must operate. For example, teachers must be employed by the
boart./. of education and supervised by the school system..
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** Familiarize yourself with the regulations under which each partner
must operate. The most successful partnerships appear to be
those in which each partner shares some financial responsibility-
such as expenses for student recruitment, announcements, or non-
school facilities.

** Be prepared to share success or failure. Some partnerships
fail because one partner receives more recognition than the
other, especially in newspaper and television reports. One
method of eliminating this problem is to collaborate on feature
stories, using quotes by both directors. In the final analysis,
the ABE director is responsible for serving as many people as
possible--irrespective of who receives the credit.

** Maintain a close working relationship with each partner, especially
during the organizational and early periods. Even after a
partnership is firmly established, schedule regular meetings to
evaluate the program and plan improvements.

** Encourage staff members to participate actively in at least one
community organization concerned with the welfare of undereducated
pecEle: Partnerships are usually based on face-to-face acquain-
tance and interest in common problems.

** Ask students about potential partners. Students can often
provide valuable information about neighborhood organizations.

** Have partners help gear reading materials to specific interests.
Industries can sometimes procide easy-to-read, job related
materials. Students like instructional materials that have
purpose and meaning for them.

** Adapt individualized instruction approaches to the community
partnership concept. Many adults cannot attend regular ABE
classes due to travel distance, home responsibilities, irregular
work hours, or other valid reasons. Under a Partnership agree-
ment with a neighborhood organization, such as a church or
public library, it might be possible to operate a mini-lab with
a trained paraprofessional from the cam unity working under the
direction of a teacher. Organize the hours of the mini-lab so
that students can come at their convenience.

Implications

The community partnership concept provides opportunities to take

classes either to people in their own neighborhoods or to their places
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of employment. Partnerships provide greater flexibility in the schedulina

of daytime classes and may help to bring students into direct contact

with agencies providing health, employment, and social welfare services.

Duplication of effort is sometimes avoided through partnership with

community organizations.

Community partner:hips often lead to steps beyond the usual direct

and indirect stlident recruitment methods. Partnerships often strengthen

rather than weaken ABE programs--provided the primary concern focuses

on helping individual students.

The major objection to developing partnerships arrears to be time.

Many administrative hours are needed to work directly with community

agencies. The ABF administrator must set his priorities and use available

time wisely. For example, time spent working with agencies and organi-

zations may pay better dividends in student recruitment than time used

in indirect recruitment. Hours invested in locating daytime class space

in school buildings nay be better spent organizing partnership classes

outside school buildings.

Developing more effective methods for reaching greater nuMbers of

people wno need ABE instruction is a challenae for every ArIF director.

Therefore, all ABE programs should be moved toward the community concept

of total educational involvement.
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COMMUNITY COMMUNICATIONS

The purpose of community communications is to make the advantages

of the Adult Education program clear in the minds of those who need it

and the importance of it clear for those in the community who support

it, both directly and indirectly. The local program director must

become informed concerning the best methods and channels of community

communication within his area because proper communication with the

public is vital to the success of the Adult Education program. The

director should consider the most effective, simplest methods of communi-

cation available, always bearing in mind that his message is directed

to adults.

The channelina of pLcver, thorough, and convincing information in

the right direction is a task of primary and continuing importanoe to

the director. Newspapers, brochures, posters, and letters are always

effective. Some communities may use radio and television to help carry

their messages. Probably the most effective and most 'common method is

that of word of mouth from those who have received benefit from the

program and know its value for others. Each director should examine

carefully the feedbadk in order to direct future communications in the

proper manner.

114
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A. Organization and Utilization

1. Public news media

a. Television Stations: Television can be a means of public
service. It will explain the Adult Education Program, make
spot announcements concerning this phase of education,
and give any important announcement of public interest that
Pertains to thisprogram. These services may be required
free, since television stations are required by law to use a
certain amount of air time for public service; however, the
director must ask for this time and give sufficient information
to the announcer. Spot announcements can be read in five
to thirty seconds; since this time is important, the director
must write the announcements and prepare slides that need to
be furnished. In areas with a large number of Spanish
speaking people, it will be helpful for optimal comunica-
tion to utilize those television stations which conduct
programs in Spanish.

b. Radio: Public service directors will provide free time for
statements that are from ten to thirty seconds in length.
Generally, the broadcasters prefer that the Adult Education
director provide them with prepared materials. A 15 to 20
minute discussion of Adult Education topics followed by a
10 to 15 minute question and answer period can also be
arranged.

c. Newspapers: If this medium is approached in the proper
manner and used to its greatest effectiveness, there is
much to Le gained for the success of Adult Education.
Publishers are usually glad to print Short articles and edi-
torials. Pictures of student's involvement have been found
to be extremely helpful. Worthwhile student activities and
projects of interest are often advertised without Charge.
TO be effective, advertisements should be strategically
placed in the paper. The articles written about the Adult
Education Program should be of interest ,t0 those in need
of training and should be written to appeal to prospective
students and arouse their interest for further education.
It is hoped, then, that interested readers will decide to
enroll in the program. This should nave the way for more
vigorous recruitment.

d. Other Sources: Newsletters, bulletin boards, posters,
neighborhood shopper's specials, letters, leaflets, pamphlets
brochures and handouts can be effective in promoting the
Adult Education program. City directories and phone books
will contain the names, phone nuMbers, and addresses of
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most organizations. Individuals can assist in the
distribution of the above mentioned materials.

2. Organizations

a. Civic Clubs: Carefully planned speeches by the Adult
Education director, Adult Education teachers and Adult
Education students are often very effective. One page
circulars giving a brief description of the Adult Educa-
tion Program may be handed out to club members. Posters may
be given to businessmen who agree to display them in a
conspicuous place. Most civic and service clubs have educa-
tion committees that may be persuaded to assist in the
dissemination of information to the public. The Chamber
of Commerce will be able to name both organizations and
individuals that may be contacted in the community.

b. Churches and Church Grows: Sane ministers will make announce-
ments or print information about the Adult Education program
in church bulletins. Sunday School classes, women's grouos,
men's groups, and other church organizations are usually
willing and eager to do work along this line if they are,
provided with relevant information.

c. Wimen's Clubs: A golden opportunity for assisting education-
ally deprived persons is available through these organizations.
An explar ation of the Adult Education program and a request
for assistance is all that is necessary to enlist their help.

d. dial Groups: Community leaders in the various segments
of each locality may provide valuable information and give
their assistance. Most communities contain special aroups
and organizations that can be utilized for aiding the Wult
Education program. Some of these are sportsmanship clubs,
square dance clubs, music clubs, citizens-band clubs, new-
comers clubs, and others.

3. Business and Industry

a. Employers undereducated adults can be very effective
recruiter Their recommendations command the respect
of their eLvioyees.

b. Posters placed in lounge areas carry the message directl-
to prospective students.

so
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c. Personnel directors may tactfully give circulars and enroll-
ment forma to prospective students seeking employment.

d. Utility companies can be very helpful in providing names
and addresses of prospective students.

4. Schools: The schools are the center of most publicity concerning

the Adult Education program. All school personnel, along with

board members, should be well informed concerning the details

of this program. With a well informed staff, publicity from

these points will be very effective. Teachers may supplement

the information in circulars given to students to take to their

homes and neighborhoods. If administrators, counselors, nurses,

and other suLih personnel are well informed, they can do an

excellent job of publicizing this program in their daily contacts

with the public. It will also be helpful to this program if

the director will announce and explain the purpose of this

program at adult meetings held in the local schools.

5. anogjamentgilarjeadea

a. Such agencies as the Employment Commission, Ntlfare, NYC.
Community Action, Public Health, and others are in daily
contact with the undereducated of the community. Their aid
Should be solicited.

b. A full explanation of the organization, objectives, etc., of
the Adrlt Education program should be made to the directors,
counselors, case workers, and other contact personnel of
this agency.

c Circulars, posters, enrollment forms, and other pertinent
materials should be provided.
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6. Personal Contact

a. PrIbe'ily the test recruiters for the program are the Adult
Eaucation stalents. They should be motivated to contact
other prospective students and encourage thaq to avail
themselves of this, educational program. Circulars which
students c'-an leave with those contacted will provide addi-
tional information and will aid in the recruibient of students.

b. Influential citizens who live in the target area can sometimes
be persuaded to do publicity and recruiting work. The
director needs the aid of these individuals.

c. Adult Education teachers and volunteer workers can make the
program more effective by distributing relevant information
fran door-to-door in the target areas.

7. Evaluation

'It determine success of any activity, an evaluation of that

activity must be conducted. In order to evaluate communications,

it is suggested that the director consider these auestions:

a. Do people know that an Adult Education program exists?

b. Du they know the objectives of the program?

c. Has the response from the target area been satisfactory?

d. Do people from the news media know about the program?
Do they confuse it with other programs?

e. Did proper personnel acquire student evaluations indicating
effectiveness of various media?

After securing answers to the above questions and feedback on

publicity from students, teachers, and ea:Tr:unity leaders, the

director should be able to reach a decision about the success

of Lhe methods of communication used.
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REPORTS
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SOME GENERAL THOUGHTS IN REGARD

TO FORMS PREPARATION

1) These forms are the primary source of information about Your program

for the Bureau of Adult Services. It is therefore a matter of professional

wisdom to submit them on time and provide accurate and concise figures

and statements.

2) The Bureau of Adult Services is entrusted with the responsibility

and accountability of accepting, reviewing, and approving these forms.

Incorrect or inxrrple to forms will in all likelihood be returned for

corrections and adjustments.

3) Forms not received can constitute grounds for program withdrawal

and suspension of Title III ARE state grant funds.

4) You will find it easier to complete all your monthly reports at

once, and submit them as a package (Monthly Statement of Expenditures,

Student Attendence Forms).
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PROGRAM PROPOSAL

The program proposal is, of course, of primary consideration to

you and your program. If not completed correctly and imaginatively,

you }ay not need the rest of this book. Feel free to attach to your

proposal further explanations of the nature, goals, intentions of your

proposed program. Don't, however, get so lengthy that it will never

be read in its entirety. It is best to have your first year's nroposal

prepared by someone with same experience in proposal writing.
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ThL C01.11001WLE.LTE OF :7SSACEUSZTTS

DEPAr.TMENT OF EDUCI.TIOJ

DIVISIW OF CUR2ICULUMAJD I3STRUCTION
11.:La OF ADULT sEavias

Adult Sasic Education

Septeraber, 1974

TO: Local ADE Directors

Vary n. Bodanza
Project Director
Adult Pasic/Civic Education

SUBJECT: ABE Directory-Fr 1975

104.

Please complete the followinr in order to facilitate the compilation
of the State A.B.E. Directory for n-1975

Community

A.B.E. Director responsible for Prorrem:

Name Business Telephone

Title Some Nubber

railing Address

ZIP CODE

Local School Superintendent.

Name Telenhone

Title (yr.) (rrs.) (Fa) (Ph.D.)

Nailing Address

ZIP COPE

Please return to:

Miss Mary G. Bodenza
Project Director
Adult Basic Education
178 Tremont Street
Boston, Massachusetts 02111
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THE CO1e0INEALTH OF hA.SSACHUSETTS

DEPART! ENT OF EDUCATION

DIVISION OF CURRICULW AND INSTPUCTIOr

BUREAU OF ADULT SERVICES

Adult Basic Education

ray 20, l`:.74

TITLE III FEDERAL FUNDS-ADULT EOUCATION ACT
Pt TtLIC LA!" ;l-230

ADLtT BASIC EDUCATIal PROrPAV:

CITY/TOM

105.

The total amount of Title III Adult Basic Education Federal funds under
this Project not to exceed the same arount funded the nrnyieos fiscal
year unless ouviously reauested arc! authorized by ttr, State Office.

ArOUNT FY 197' Amount Request:,d for FY lq75

SInRATURE

DATE

Sunerintendent of Schools

SIGNATURE

DATE

Adult Basic Education Prooram -Director
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106.

ABE 1

IIPLIUTIOr 'err ;DLIT BASIC nnucATIor PPOCDAY

TITLE III

;Ault Education Act (P.L. 91-23r)

1. Title of Program

2. Name of School nistrict

3. Person in charre of Proprnm

Title (coordinator, supervisor or director)

Business Address Telephone

Home i'.ddress Telerhone

4. Anplication submittLd by:

Signature

Title

Date Submitted

5. Federal Conrressional District

State Senatorial District

Derresentative District

FOR DEPART? FT OF EDUCATTON USE ONLY Project Number

Date Received reviewed on Merit of Performance
necommended for Fundinr: YES NO

:.reproved By

Director ABE Project Director

Bureau of Adult Services

Tctal Project Cost rederal and Local Funds $

Amount Carried from Previous 7iscal Year $

Amount Funded under Title III, ABE
Local latching Share

COST PER INSTRUCTIONAL HOUR PER STUDENT $
(Amount of fuading t number of actual instructional hours all students
event in class X number .Df students attending the Prorrem)

88



TITLE III-STATE CANT FUNDS
ADULT BASIC EDUCATION

MATCHING SHARE CATEGORY

A. Finn YEAR FUNDING - NEW PROGRAMS

107.

ABE 2
School Systcm

INDICATE MATCHING SHARE

Pederal (2) Local (2)

90 10

FULL -TUT: Twenty-five (25) instructional
hours cr more per week

PART-TIME: Less than twenty (20) hours
of instruction per week

90 10

Nov prcgrams must meet eligible criteria and nerotinted

on the availability of funds.

B. SECOND YFIU: FURDINC

FULL-TP..1 PROGRAPS

75 23

PART-TIME PROGRAM: Second and subeesuent years 75

C. THI"D YEAR FUNDING

FULL -TINE PROGRAMS: Third and subsequent years

60

25

50 50



108.

PROGRAM PROPOSAL-APPLIC.ATION

1) Title of Program: Enter the title of the proposed program, such
Adult Basic Education PLoyLam for Hillsdale, Mass."

2) Name of School District: Enter the name of your school district.

3) Person in Charge of Program: Enter the name, title, business
address, home address, and telephone numbers of that person who will
be hired.

4) Application Submitted by.: Most school districts have designated
one person as that individual who will officially submit all grant appli-
cations and proposals for the district. Often it is the Superintendent.
Call the financial office of your school district to find out who that
person is, and enter his or her name and title with the date the proposal
will be submitted. Cbtain his or her signature.

5) Legislative Districts: If no one on your school administrative
staff this information handy, your local public library can provide
you with the information. The following references are same possible
sources for the information:

Congressional Staff Directory (Government Printing Office)

Congressional District Data Book (Government Printing Office)

Congressional District Atlas (U.S. Bureau of the Census)

This is Your Massachusetts Government

A Manual for the Use of the General Court, Massachusetts General Court

State Senatorial District and Representative District: Armin, the
public library is your best source of information.
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PROGRAM PROPOSAL-MATCHING STATE CATBGORY

This form is relatively self-explanatory. Check the appropriate

category for your program depending on whether you are in your first,

second, or third year of funding.
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BUDGET CATEGORY
TITLE III ADULT BASIC EDUCATIOM

City/Town Local Di rector

Amount Funded
Fiscal Year 1974

Title III A.B.E. Funds:

110-

Form ABE 2a

*Balance Carried Over fmourt

Beyond June 30, 1974 Requested FY 1975

$ $ $

Local Matchine Share:

$ $ $

FISCAL YEAR 1975 MATCHING SHARE

Total project cost all funds Federal and Local $ 100%

Indicate cateeory (see Form ABE 2) A
7-1

Local Matching sharz: of expenditurzs:

$ 10% $

B

1-)

25% $

C

--)E

50%

Federal Portion under Tit12 III;

$ 90% $ 75% $ 50%

Category A=$9 federal for every $1 local funds

Category B.$75 federal for every $25 local funds

Cateaory C=$50 federal for every $50 local funds

*This amount must be in agreement with figures accurately renorted on June

Monthly Statement of Expenditures, and Annual Expenditure Renort for FrT975.



PROGRAM PROPOSAL - BUDGET CATWORY

1) Enter City, town, and director's name.

2) Reading from left to right on the first row of blanks, enter:
a). Total Federal fundt for the preceeding year.
b). Federal funds left unexpended at end of previous year
c). Total Federal Funds requested for upcoming year.

3) Reading from left to right on the second row of blanks, enter:
a). Total local funds appropriated preceeding year.
b). Local funds left unexpended at end of previous year.
c) Total local funds appropriated for upcoming year.

4) Enter total project cost (add 7 and 3c)

5) Enter matching category from preceeding page.

6) If category A, use 1st column of blanks.
If category B, use 2nd column of blanks.
If category C, use 3rd column of blanks.

7) Multiply total project cost by appropriate factor (.10, .25, .50),
and enter results under local and federal blanks in appropriate column.
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STATE] E1 OF CERTIFICATION

WE HEREBY CERTIFY THAT:

ABE 3

112.

1. To the best of our knowledge and belief, the application made herein is
in accordance with the Terns of the Massachusetts State Plan for P.L.
91-230, Title III Adult Education Act.

2. Participation in the Massachusetts Plan for Adult Basic Education was

authorized by vote of the school committee of:

on

City, Town or Regicnal District Date

3. The Assurance of Compliance with Title VI of the Civil Rights Act dated
applies to the application submitted herewitls.

Month, Day, Year

4. For every $ of Federal monies expended for Adult Basic

Education, the will expend $

City, Town or Regional SChool.

of town or city monies as the local matching share under the
established matching formula of 90-10% X 75-25% X 50-50% (Form PRE 2)

5. All other apllicable local rules and regulations and pertinent state
statutes and regulations governing the expenditure of funds will be ob-

served.

*
LOCAL MATCHING SHARE OF THE PROGRAM SHALL NOT BE IN -KIND

SERVICES, BrT MUST BE AV ACTUAL MONETARY CONTRIBUTION.

***********************************************************************

Superintendent of Schools

Date

Chairman of School Committee

Date

Signature
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PROGRAM PROPOSAL - STATEMENT OF CERTIFICATION

1) The Massachusetts State Plan for P.L. 89-750, Title ':II, 1966,
as mentioned in the introduction b this text, is the basis on which
authority is granted to local educational institutions to operate
ABE programs. In all cases, the Massachusetts State Plan takes
precedence over all other explanations of rules and regulations
governing ABE programs in Massachusetts.

2) Your school committee must authorize the participation of your district
in the Massachusetts Plan for Adult Basic Education. Enter the
district name and the date on which such authorization was passed
by the committee.

3) Title III of the Civil Rights Act of 1966 states:

Each school district, at some time in the past, in order to be
eligible for Federal financial support, must have passed an Pssurance
of Compliance with that act. Find out from your Superintendent's
office when such an assurance was passed, and enter that date.

4) The State of Massachusetts requires a 75%-25% funding formula for
ABE programs (see page , Expenditures Budget). Enter the name of
your school district as assurance of your understanding of their
commitment.

5) You are expected to be responsible for adhering to all rules, local
or state, governing the expenditure of funds (see page , Financing).
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ABE 4

PROGRAM DESCRIPTION

1. PreFram Timetable:

a. Beginning date (for classes)

b. Projected enrollment
(A minimum of 10 smientz per class)

c. ::,her of instructional hours per session
(2 hours minimum)

d. Nuriber of sessions per week

e. Total number of weeks
(20 weeks minimum)

f. Total number of sessions
(40 sessions ninimum)

114.

p. Total number of instructional hours , . . .

(Total number of sessions x number of instruc-
tional hours per session)

h. Closinr Date

2. Description Adult Student Population

a. Size of taract population (ABE) in your city or town:
Refer to: Comnunity Fbnopraph-Mass adhusw.ts Department of Commerce

1970 Census of Population/ U.S. Department of Commerce
Bureau of the Census

Total Nunber

b. Adults functioninr nt the fifth pradc level or'below

c. Adults functioning above the fifth and through the
eighth ?rade level

d. Adults functi/ninp above the eiPhth_frade level
who have no hiph school diploma

e. Adults in need of Bilingual Education

(Adults who come from envircnuents Where the
dominant lanpuape is not English and have a hiph decree
of limited English-speakinp ability, may be instructed via
their ethnic languare towards acquiring basic Enrlish
communication skills as a first sten prior to entering classes
in total English)

36
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PROMAM PROPOSAL - PROGRAM DESCRIPTION

1) Program Timetable: If any of the following information has not
yet decided upon, write: "TO be determined" in the opposite
space. Your proposal, however, should be as complete as possible
before submission.

a. You should have a resonably clear idea of when your program will
be underway. Be sure to allow enough time for planning, hiring
of personnel, location of sites, etc.

b. Be realistic in considering the number of teacher hours you
have budgeted, and the amount of money available for recruiting.
Don't try to tackle your whole city at once. Start a good,
solid program and then expand.

c. Enter the average length of an instructional session. If you
are proposing a learning center, enter the number of hours you
will be open per day.

d. Enter the days you will be open per week.

e. Enter the number of instructional sessions (of average length
entered above) per week.

f. Enter the duration of the program within the fiscal year in
question.

a. Multiply the numbered sessions per week (d or e) tulles the
total number of weeks.

h. Usually, the end of the proposal fiscal year (June 30 of the
following year).

2) Beseriptim Student Population

a. This information is available from a number of sources. See
section (Demographi.c Survey of the Population) .

b. Obviously, this portion of the question can only lov- answered
for proarams already underway. If you use a oroporal for a
new program, write "Not Applicable."

Briefly mention same of the means by which You intend to recruit
students. Keep your plans in line with your proposed budget
and your protected enrollment. See section (Recruitment).
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Description of instruction practices (individualized and

instructions. 11.7e of learning machines, etc.):

4. Explanation of coordination with local community agencies
(CAP, MDTA, WIN, MODEL CITIES, N.Y.C., etc.):

A minimum of three (3) Letters of Intent from cooperating

agencies indicating a willingness to cooperate in student

recruitment an referral from community agencies and/or

organizations. (Kindly attach Proposal Application)

98
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117.

PROGRAM PROPOSAL PROGRAM DESCRIPTI(7N MOW.)

3) Description of Instructional Practices: It is not expected that
you will write a lengthy description of the intricacies of your
intended approach. Rather, a brief summary is desired of the general
approaches ynu intend to take with your adult clientele. What is
the framework within which the more specific curriculum decisions
will be made?

4) Coordination: The ABE Unit of the Bureau of Adult Services desires
to encourage drogram cooperation with existing community agencies
You are therefore asked to submit amin.imun of three letters of
intent from lord agencies desiring to cooperate with your program,
as well as a short explanation of what form that cooperative effort
will take. See Appendix VII for a list of related public and private
service organizations.
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City/Town

PPOGRAM CRITERIA
ADULT BLSIC EDUCATION TITLE III

ADULT EDUCATION ACT

ABE 5
118.

School System

A. First priority shall be given to those students functioning at the fifth grade
level or below, and second _priority is to be given to students functioning
above the fifth and through the eighth grade level. Enrollees from the eighth
grade level will be drawn for the high school Diploma Program.

B. Indicate which priority you have recruited in your area as meeting the most
need. How many students will comprise this group, approximately?

C. What special method in teaching reading are you Preparing to use?

Special materials:

Special procedures:

D. What procedures for evaluation will be used?

E. Describe Guidance and Testing Service to be provided:

Proposed tests to be used:

0,1I

G. Names of members of Local Advisory Committee: (Minimum 5 members)

Schedule of Advisory Committee Meetings:

Upon nevrncc notice, State personnel will be glad to meet with Local Advisory

Cormittecr,
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119.

PROGRAM PROPOSAL - PROGRAM CRITERIA

A. and B.: Answer question B. honestly, but with the program priority
criteria outlined in A. in mind. Keep in mind that programs
targeted at specific demographic groups are not excluded by this
prioritization as long as, within your targeted group, the priorities
are observed.

C. List briefly the specific materials you intend to use. An easily
understood means of identification is by series or publishers, for
example: "EDL 100" or "SLR Reading Attaiment."

D. In general, what procedures will you use for evaluation? SUbjective,
interview methods or more specific testing procedures? Intake
evaluation? Behavioral or performance objectives?

E. When will such services be offered to the student, and what specific
tests will be utilized by your counselor? If this is yet to be
determined, state that.

F. If your advisory council is yet to be named, state "To Be Determined."
Otherwise enter their names and a schedule of meetings.
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120.

PROGRAM PROPOSAL.- SURVEYS OF NEEDS

The following three pages ask for demographic information that is

often rather difficult to locate. Our gest suggestion is to refer to

General Social and ECOnamiC Characteristics, 1970 Census of Population,

published for each state by the U.S. Department of Commerce, Bureau of

the Census. Refer to Section I of the handbook for information on

Obtaining this publication.

You will find that much of the data contained in that compilation

will not match the categories presented in this form. Obviously, blood

cannot be squeezed from a turnip. Match the categories as best you can,

applying known rates of literacy and school completion to population

categories to Obtain figures for ethnic groups. The Bureau of Adult

Services is not asking you to ussue a census report, only to be sure that

you understand the makeup of your community and can share that understanding

with them.
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121.

*SURVEY OF NEEDS, GRADES 5-8 ADULT BASIC EDUCATION

Population (identified by sex, age, ethnicity, and administrative agency) functioning
at the fifth ghrough the eighth grade level.

Administrative Agency-
Specify b. norm' (count), cornmumt. college, LEA, etc.)

AGE

(o) _. _

1. 16-24

AMERICAN
INDIAN

NEGRO/
BLACK

ORIENTAL

SPANISHSURNAMED
OTHER IN

DIVIMIALS NOT
INCLUULD 1'4

COLS (b, TItu rt,

f

TOTAL

,p,

PUERTOP
RICAN

I
MEXICAN

AMERICAN
OTHER

Mole

..._
15;

_

Female
?c'

Mo:e
%C.

lemaie
(e)

Mole
Ill

Female
(g)

Male
(h I

Female
(s)

Mole
(j)

Female
(k)

Mole 'Female
NI 1 (m/

I

Male iForoc'e
in' j

I

'o)___

1

2. 25.34

3. 35-44

4. 45.54

S. 55.-64

6. 65
plus

7. TOTAL

INSTRUCTIONAL
PRIORITY

DISTRIBUTION OF
FISCAL RESOURCES ACTUAL

Minimum Maximum Percentage Dollars

Level one: Grades 1-4 40 100% ci,, S

*Level two: Grades 5-8 30 100% % $

Level three: Grades 9-12 0 20% '7, $
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122.

SURVEY OF NEEDS, GRADES 1.4 ADULT BASIC EDUCATION

Population (identified by sex, age, ethnicity, and administrative agency) functioning

at the fourth grade level or below.

Administrative Agency:
Specify ,t,:% name (county, community ,ollege, LEA, etc./

AGE

(a)--- --

AMERICAN

INDIAN
NEGRO/
BLACK

ORIENTAL

SPANISH-SURNAMED OTHER IN-
DI VIDUALS NOT,

INCLUDED IN
COLS b, thruimI

TOTAL

'P----

PUERTO
RICAN

MEXICAN
AMERICAN

OTHER

Mole
(151---

Female
(c)

Mole !Female
(di (el

Mole
fi

Female
(q)

Male
(h)

Femole
(,P

Male
(si

Female
fro

Mole
(I)

Femole
(ml

Mole
frO

Female
,o,

,

1. 16.24

2. 25.34

,--

3. 35-44

4. 45-54

5. 55-64

6. 65
plus

7. TOTAL

INSTRUCTIONAL
PRIORITY

DISTRIBUTION OF
FISCAL RESOURCES ACTUAL

Minimum Maximum Percentage Dollars

Level one: Grades 1-4 40 100% % $

Level two: Grades 5-8 30 100% % $

Level three: Grades 9-12 0 20% % $
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123.

*SURVEY OF NEEDS, GRADES 9-12 ADULT BASIC EDUCATION

Population (identified by sex, age, ethnicity, and administrative agency) functioning
at the ninth through twelfth grade level or its equivalencN.

Achiinistrative Agency.
Specify b. name (count, community college, LE..-k

A' E

(o)

1. 16 24

MEW CAN

NDI AN

NEGRO/
BLACK

ORIENTAL

SPANISHSURNAMED OTHER 1;4
OIVIDUAL 5: ;:r,
INCLUr)::::, !,I

COLS I b' r'n ru , m

-I-
TOTAL

(p)
___-=

PUERTO
RICAN

MEXICAN
AMER CAN

OTERH

M le
'b.

i

i

Female
le)

Moie II:emelt
(di, (e.

Mule Female
(1' ..1. '9)

Mole IFemple
(la) , ()J

Mole
())

Femple
(k)

._-.-___-_

Mole
(I)

--:

Female
(r-t1

Male I

'nl I_
Fern 'le

'3
-,_ .4.,,,-._.-,----_-.-..,_

2. :5.34

3. 35-44

1

1

!

i
4. 45-54

5. 55 64

6 65
p'us

7, TOTAL

INSTRUCTIONAL
PRIORITY

Lox:. one: Grades 1-4

L4.-velt%\ 0: Grades 5-8

DISTRIBUTION OF
FISCAL RESOURCES ACTUAL

Minimum Maximum Percentage

40 100%

30 100%

*Level three: Grades 9-12 0 20%
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EXPENDITURES BUDGET

City/Town

124.
ABE 6

1.0 PERSONNEL SERVICES

Make certain that Section 1.0 Personnel Services is completed as in the
following example: (NO, OF HOURS X RATE PER HOUR X NO. EMPLOYED = TOTAL

COST) 100 hrs. x $10.00 per hr. x 1 = $1,000
BUDGET CATEGORY A B C /----/

a. Administrative: MATCHING SHARE

(Prorated salaries list under part time
with symbols P.R.)

b. Counseling:

c. Teachers:

d. Instructional Aides:

e. Recruiters:

f. Clerical:

g. Custodial:

106

Part Time $

Full Time $

Part Time $

Full Time $

Part Time $

Full Time $

Part Time $

Full Time $

Part Time $

Full Time $

Part Time $

Full Time $

Part Time $

Full Time $

Federal % Local %

TOTAL 1.0 $



PROGRAM PROPOSAL - EXPENDITURES BUDGET

Special Notes:

1) As you can see, space is provided for you to break down personnel
costs with categories according to job descriptions. By now you
have presutably completed the preliminary steps outlined in "Planning
Your Program," and have a definitive idea of what personnel you
will need in what capacities.

Your school district must aecide how it is going to go about meeting
the 25% of the ABE program's budget for which it is responsible.
The 25% need not be picked up exactly one quarter of each item listed
on this form. Rather, the total local expenditure must be at least
one-quarter of the total e'qxaxiitmre for the procrram as a whole.

Oftentimes, local districts will choose to take responsibility for
certain salaries, such as the director's or a teacher's, in order
to fulfill their commitment. Other areas of local contribution that
can and should be counted should include: custodial services, office
equipment (does your school have unused equipment that can be con-
tributed aspart of their commitment) , equipment maintenance and
repair (can school equipment maintenance contracts be extended to
include your equipment as well? that is the fair market value of
such coverage), supplies (.many school systems will supply the "software"
for your program: paper, pencils, ink, erasers, etc.). When you
have completed all the categories, itemize the totals for each
category on the third page, and add up Monies-Grand Total. (Check
and make sure that the local contribution least 25% of the
total listed under "Total Program Cost" at theeFilatThf it is over,
then you're in good shape. If it is not, then you must discuss
with your school superintendent how the local district will meet
the State Plan requirement. Since your school cormittee has already
authorized your participatia. in the plan, all that has to be worked
out are the mechanics. Go over each item on the list with the
superintendent, and determine where the district can contribute.
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ABE 7

NON-PERSONNEL

126.

2.0 Instructional Materials-Hardware Only

An inventory of all capital items purchased during this fiscal year
rust be kept, both in the local school district and at the State
ABE Office.

FEDERAL X LOCAL 2

Equipment: Specify TOTAL 2.0

3.0 Guidance, Counseling, Testing::

Standardized Tests: TOTAL 3.0

4.0 Other Services and Supplies(software)

Books and other instructional
naterials
for adults

A.B.E. Conferences & Workshops only
(Advanced request required from
State ABE Office)

Communication (Newspaper, Radio, etc.) $

Utilities--Out-cf-school sites only $

Space Rental (Out-of-school
sites only) (Non-public buildings)

TOTAL 4.0 $
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PROGRAM PROPOSAL - EXPEND BIDGET ( CONT.)

2) Read the section in this handbook on Finance before you fill out

s section o proposa * . It wi give you sane idea of

how carefully you will be expected to adhere to the categories of
the budget items outlined in the proposal, and hog you will be
expected to keep track of your monies. These are good things to

know fran the start.
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ITEMIZATION OF TOTALS:

FY 1974 CARRY-OVER FUNDS

MONIES - GRAND TOTAL

Federal

128.

ABE 9

Z Local %

(Matching share
Title III ABE
only)

4.0 $

TOTAL PROGRAM COST - FY 1975 - FEDERAL AND LOCAL FUNDS $

****************

OTHER SUPPORTIVE PROGRAMS - LOCAL FUNDS

1. CHAPTER 70 REIMBURSEMENT EXPENDITURES:
Adult Civic Education Classes

2. SPECIAL EDUCATION FOR ADULTS WITH SPECIAL NEEDS: $

(ages 16 through 25)

Chapters 71-69 Amended by C.766, Acts of 1971

3. SECONDARY EDUCATION PROGRAMS:

Adult Evening High School

G.E.D. High School Preparatory

TOTAL - LOCAL FUNDS

SUBMISSION OF APPLICATION PROPOSALS

Two (2) copies of the corpleted application will be submitted to:

Project Director, Adult Basic/Civic Education
Bureau of Adult Services
Massachusetts Department of Education
178 Tremont Street
Boston, MA 02111

One (1) copy to be forwarded to the Superintendent of Schools. The

applicant agency should keep one or more copies on file.

DEADLINE FOR SUBMISSION

FY '975 Applications and all subsequent years must be submitted by June 15.

Review and Approval will be made on a first come basis.
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130.

ABE 8

4. Other Services and Supplies (cont'd)

STAFF DEVELOPMENT/TEACHER TRAINING - FULL-TIME PROGRAMS ONLY

(In-service and pre-service programs for part-time ABE
teachers will be made available through the State ABE Office)

A. Pro am Design - preliminary Plan to be Implemented and Submitted
cate full scope of 2222321717ea ornoed in:

a. Curriculum d. English as a Second language
b. Inter-Personal Relationships e. Bilingual Bicultural Instruction
c. Guidance and Counselling/Testing f. Other (specify in full)

B. Number of participants Anticipated

a. Teachers (full-time)
b. Teachers (part-time)
c. Counselors
d. Aides/Recruiters
e. Other (identify)

C. Training Institution Selected

a. Name of credit granting Institution (college/University)

Location Tel. Amill.101

b. Name of non-credit granting Institution /Agency /Consultant/
conducting training program.

Location Tel.

D. Name of Teacher7Training Coordinator Selected to Implement this Section.
"TiaisiThe other than ABE director orZrairiiii-airector)

Name:

Position:

Program Represented Telephone

E. Anticipated Date(s) for Teacher Training Sessions
Specify: a. month/Trgir

b. calendar days

F. Training Program Cost

Title III ABE $
(Not to exceed $1,000 u.nlee-MrTdroF authorization has been granted)

Local

TOTAL COST
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131.

PROGRAM PROPOSAL: STAFF DEVELOPMENT

A) Circle those areas of need for the oaring year.

B) Enter the number of staff in each category that you anticipate will
participate in your staff development program.

C) There may be more than one credit-granting or non-credit granting
institution involved. Add addenda if necessary.

D) Enter names of op-ordeniator selected.

E) Enter anticipated dates.

F) Estimate expected cost of program.
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CO"v0:MFAL11: OF MASSACHUSETTS
DrPArTM.NT or EDUCATI0';

nurrAu ov ADUL1 SERVfCL$ ADULT BASIC EDUCAT10

Altl S

132.

FY 1974 MONTHLY STATEMENT or Yv.P1'.'Wm-:(:

YEAR LOCAL DISTRICT "''or :A"

pl;01cTAM TITLE. ABE CITY ACC'T NUT;iN_
srCTION 1. BUDGET CONTrOL

1.0 Personnel Services

?.0 Instruction Materials
(Hardware, audio-visual.
office eouipment) only

3.0 Guidance, Counseling
Testing

4.0 Other Service and
Supplies (software)

Grand Total Accumulative

Total Federal Funds Approval FY 1074

Approved Budget
Cate^ories

ry 1974

A. teal Expenditures
Current Accumulative
Month To Date

local :'nexperi,d
Balance to ')aim

(Column 1-3)

N.B. Exnen4itures_in budget categories in access of annroved budgets will he as':,,:lred

by th,.: local _s' stem unless prior approval for the transfer within cc.tu.orics

has been authorized by tnis Office.

SECTION II. CASH CONTROL

1) CASH ON HAND BEGINNING OF MONTH

2) ADDITIONAL RECEIPTS THIS MONTH

3) FEDERAL FUNDS AVAILABLE

(.) LESS EXPENDITURES THIS MONTH (

5) CASH ON HAND - END OF MONTH
(THIS TOTAL BEEO'IS THE BEGINNING BALANCE FOR THE FOLLOWING MONTH CASH ON HAND,

SECTION II. NO. 1)

List any instructional or office enuipment (hardware) purchased during the month at a

cost of $101 or more:

orrrciAL SIGNATURZ:
CitF/To,:n Treasurer or Responsible Official

Program Director, Adult Basic Education

PLEASE RETAIN ONE. COPY FOR YOUR FILES AND FORWARD ONE COPY TO TIT STATE ABE PROJECT

DIRECTOR.
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133.

MONTHLY STATEMENT OF EXPENDITURES

The Monthly Statement of Expenditures is to be completed at the

end of each month following approval of the Program Proposal. It

should be submitted as soon as possible following the closing of the

books for the month.

See the section on Accounting Procedures, including a sample accounting

system, for how to set up your financial records in such a way as to

make completion of this form a relatively simple matter.

A quick glance down your ledgers should indicate if you have had

any instructional or equipment expense over $100.00 during the month.

Remember that this form is asking for expenditures on the basis

of services or material already contracted for. That is, if you have

purchased supplies with a purchase order, but have not yet received or

paid a bill, include that expenditure. Invoices sometimes take a

considerable time in coming, but you've spent the money just the same.

This is one good reason for keeping your own simple accounting records

in addition to those kept by the school system on the basis of bills

actually paid.
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Form q1-23o-E

Title of Program

Local District

PROFESSIONAL STAFF CERTIFICATION

Program #

134.

Name Phone

Home Address
street and number-

Business Address

aty or town zip code

Educaticnal Preparation: Undergraduate and Graduate

INSTITUTION SPECIALIZATION DEGREE YEAR

MASSACHUSETTS TEACHING CERTIFICATE NO.:

Workshop in Adult Basic Education:

INSTITUTION YEAR MASS. A.B.E. CEPTIFICPTE RECEIVED

YES ( ) NO ( )

Years Experience Teaching A.B.E. Program:

Years Experience Teaching A.C.E. Program:

Present Position in Program:

Specific Duties

Where

Where

Salary per hr.

Elementary or Secondary Teaching cr Administrative Experience:

FOR DEPARTMENT OF EDUCATION USE ONLY:

Approved Rejected Date

Signed Position
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135.

PROFESSIONAL STAFF _CERTIFICATION.

Due: October

A Professional Staff Certification form must be submitted to the

Bureau of Adult Services for each teacher in your program, full-time or

part-time.

You may want to keep the information requirements of this form in

mind when designing yolr personnel application forms. Be sure to include

specific questions dealing with certification information, A.B.E. or

A.C.E. teaching experience, administrative experience, education, etc.

Having the information immediately available makes short work of this

form.
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Form 91 -230-ABE-1

commo-prALTR OF MASSACHUSETTS

DEPARTMENT OF EDUCATION

ORGANIZATIONAL REPORT

PROGIIAN "?UMBER

Town or City

Name of Program Supervisor

School Address

vome Address

Street

Date

136.

Adult Basic Education Program

Town Telephone rTurger

Street Town Telephone Nunber

SCPEDULE OF CLASSES

Location
'Mich IL E V E L No. tf
Days Hours Teacher -Students

1.

3.

4.

5

6.

7.
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1

137.

ORGAN I Z ATI ONAL REPORT

The Organizational Report is due to be completed and returned to

the Bureau of Adult Education by October. The form is relatively self-

explanatory, requiring information on class locations, schedules, teachers,

levels, and numbers of students.

Be sure to report only those class sequences that are actually

in operation. The form does not call for information on classes planned

for the future, or started by discontinued.
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139.

MONTHLY ATTENDANCE RECORD

A copy of the :Monthly Attendance Record mist be submitted each

month for each class or instructional sequence operated by your program.

It must include an indication of attendance or absence for each student

enrolled in the class.

It is not reasonable for the Director of a large program to be

consistently aware of the absences of individual students. You, therefore,

should pass on the responsibility for the completion of this form to

the teachers of each class, or to your program counselor. It is, however.

ultimately your responsibility as the director to see that it is comlete.

You must make your own determination as to what constitutes a

'withdrawal." Note: don "t he too hasty to mark down withdrawals.

Followup on an absentee. Is there a problem that you can help solve?
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141.

ANNUAL PROGRAM REPORT

Due: JUne 1

The Annual Program Report is the principal means of compiling data

on state -wide adult basic education programs. The principal purpose of

the report is to allow states to make better use, for program purposes,

of information. It is comprised of five separate tables, dealing with:

1) Amber of Participants by Race, Selected Ethnic (roups.
Age, and Sex

2) Participant Progress and Separation Data by Instructional
Level

3) NUmber of Participants and NUmber of Daytime and Fvening
Classes by Type of Location

4) Number of Paid Personnel and Amount of Training

5) State Adult Education Program Impact Data

Following are some points to keep in mind as you fill nut the form-

** The state is more interested in accuracy than completeness.
Use only reliable figures. If figures are not available
place a line through that space.

** Table 4, part 1 is not completed by you. The State Depart-
ment of Education supplies that figure. Tbtal the °awns
without using that row.

** Design your intake and student evaluation forms with the
information necessary to complete this report in mind.
Accurate record-keeping on a day-to-day basis makes year-end
accounting a lot easier.
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DL. A h I faliAl Os t/t Al. 114. t -I.t
0114CE Of EDUCATION
wASHisserors, D.C. TOM

ADULT EDUCATION ANNUAL PROGRAM REPORT
(Adult Education Act of Ma. Tine 111. P.L. 11.2)0. ea amosiod)

T.0ZARD
}'NOM

142.

r Qua Al riloyi.t,
O.M.O. NO. 1111104441

DATE Or PIEPONT

INSTRUCTIONS

TM principal purpose of the report is to allow States to smoke
boner use. for pie sin( ottrimmob. .1 information found in the
fls tables. The report has as-vmal otter purrs**, at the red-
one* level. it solves the Oaks of Education by providing
staadardssed dolacolloctiew format ter use by an Stales. The
collected kofaresetses is egad to publish reports sad respond to

Store importantly. she apart to moot as prelim
tool for the Office of Education to assess the impact of adult
oducetion at the State. Shigisaal sad National Jovela. Lucia
iisforreatrai provides baste for chemise in National policy. fa.
diormtioa of resources. and provision of venous farms of sass*
taste to Stems.

The first table is contented with various characteristics of the
poprillftmi sorved, tho socead table with inatructionot Wrote
sod participant severeness. tho third table with somber of par.
tiCipats by location of classes and numb*, of day and 'venial

cleans Winton. The fourth table is rotated to staffift

patterns of pool State and local personnel sad the amount of
program-misted training in which they are participating. The
last table is concurred with Impact of Rio adult aultacation pro-
gram.

The NMI aligiuseets of data in Om table pormit tho State Aikido.
lomat*, to look at the semen perforramoco of the Stour program.
For this report to bo of avasistura oak.* to both State sad Fed.
oral program officials it is louse that figures which are con.
e itlered unreliable not b included Is the report. Soundness
data is preferred ova. total completion of the report. (*here no
telloble Ilforoo are available, the appropriate apogee In ono
orpottina &ilea Aoulti bo need Wow")

To malt* the best posSible woo -fate information system the
Stat. Administrate* should insist upon timely and secutsto re-
porting of data Ram local ionstictiona. Pot Fedaral purposes,

started ..urinal and four copies of the report should reach the
11E11 114N:torso! Officio no tat*, than Se ember 1.

TABLE I. NUMBER OP PARTICIPANTS BY RACE. SELECTED ETHNIC GROUPS. AGE AND SEX
wwwwt

AOC

fol

A SICAICAN
sts0sAN

*CORO/
SLACK ORIENTAL

SHANIss-SHANAW10
WNITE

mei.
Oki

Proat="°"
foi

TOTAL

(aTerww I
fir)

ouEnTO
MEAN

siksticars
A0AEMCAN

OTHER

'MaoVa
fsf

Tommie
(C)

nail
fe

riimal4""rirr
le) (1)

Female
fd)

WA *rondo
(A) (8)

Mole
(1)

ir
(5)

7

(1)
Irellua

Or)
.

1. 16-34
-A. '

2. 2334

..

3.3344

. I

4. 44-54 .. -.

S. 55-.4

6. 65
plus wr , .

7.
TOTAL .

F h

_

,F

,
TABLE 2. PARTICIPANT PROGRESS AND SEPARATION DATA BY INSTRUCTIONAL LEVEL

PART A. NUMBER or PARTICIPANTS

i'INSTAUCTIONAL
LEVEL

(a) Compri

NUYS'S /0111011C0 fltb45111COSsautygpAT EACH Mat. 54C$ LEVEL
to re

suasen SEPAAAYIE0 !

FROM EACH LEVEL
4

10

Teti Now* or
itlabtragilD NWT) I

r1

1. UttInnuse I ..s4

.... ...6111. WO/

2. Intermediate (541,
3. Advanced (,-)Hi
4. TOTAL

PART B. REASONS FOR SEPARATION (Gaye the number of respirations)

1. To take a job (Unemployed when sneered
preirern)

5. Because of child cots problems
9. Because of family problems

.--.
2. To take a better job (Employod when

mitered pinyon)
10. Because of time clase/provara se

scheduled

3. To enter another treating progress Illrohrother known reasons #

4. Met personal objective
ot

S. For lack of interest 12 For unknown reasons

6. Because of health problems drool 1 io TOTAL
7. Because of ttanpottstiOn problems

OE FORM 3054, viz REPLACES 011 loam pot* , voics is osbOLiTE



143.

TABLE I- Reports the populations that is being served by adult education
Cra-Sses in the State with Federal, State or local funds under P.L.
91-230. It should include participants from other Federal programs such
as Manpower and WIN for wham any direct services are being provided at
clearly additional cost to the program (e.g., when an influx of 40 WIN
participants would necessitatft operating 2-or 3 extra classes). Every
participant that completed 12 or more hours of instruction during the
fiscal year July 1 through June 30 should be included in this table.

A participant's age is to be reported as age at time of first class
attended during the fiscal year.

The total number of adult education participants reported in Table I
Line 7. of Tbtal Column fp) should agree exactly with the total figure
reported in Table 2, Part A, Line 4, Column (b).

TABLE 2-Combines important data on starting levels, completions, and
separations. As with Table 1, only participants who attended 12 or more
hours of instruction during the fiscal year should be reported. The
total figure reported in Table 2, Part A, Line 4, Column (b) should
agree exactly with the total reported in Table 1 Line 7, of Tbtal Column (p).

Students who left the program during the fiscal year because they completed
the intermediate or advanced levels should not be counted as separations,
but as completions. Count separations one time only. For example, a
female who separates because she has a baby-sitting problem may be said
to have a family problem. However, it is more accurate and useful to
report her separation once under "child care problems."

Reasons for separations have been delineated to dhow "positive" type
reasons indicating oertain program accomplishments, as well as problem-
related reasons which may be amenable to State and/or Federal influence.
For example, if health problems dhow up significantly in a given state
as a reason for separations, the State administrator might encourage
curriculum on personal health care, hygience, and nutrition. The total
figure reported in Table 2, Part A, Line 4, Column (e) should agree
exactly with the total reported in Part B, Item 14.

Until such time as special definitions have been developed for measuring
adult performance levels, "Beginning" level (to conform with census
data) is equivalent to Grade 1-4. "Intermediate" is equivalent to
Grades 5-8 "Advanced" is equivalent to Grades 9-12.
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TABLE S. NUMBER OF PARTICIPANTS ANO NUMBER OF DAYTIME AND EVANING CLASSES BY TYPE OF LOCATION

LOCATION OF CLASSES

fe/

NuMSER OF
PARTICIPANTS

ft)
NUMBER OF

DAYTIME CLASSES
(C)

NumaER Oc
EVENING CLASSES

fa)
SCHOOL BUILDING:
1. s. Elementary 'Junior

b. Secondary

c. COMMWTY CottAct (.IUMo* acrd
Technical Institute rte.)

2. Learning Center
3. Correctional Institution
4. Hospital
5. Work Site

6. Other Locations (INCLUOINO thrilt, COW
7. TOTAL .

T.;.L.L.E 4. tiUMBLR OF PAID PERSONNEL, BY LOCATION AND TYPE OF EMPLOYMENT, AND BY A..i..r1NT 01 1
FOR ADULT EDUCATION POSITION

(NOTE; Specify the various lonwutee or methods used in each of the categories. Us a separate sheet of paper and attach.)

ORGANIZATIONAL PLACEMENT
AND TYPE OF .108 PERFORMED

(a)

PAID ADULT EDUCATION PERSONNEL .r
TOTJIL

NUMBER OF
PERSONNEL

(a)

EQUIVALENT
numgEg OF
FULLTIME

PERSCA5NEL

AMOUNT OF STATE AND/OP LOCAL TRAINING (In chicle nautili
NWAIIIIER TAKING

I.I. NOUNS
(dl

NUMBER TAKING
17-40 moults

09

Nt.,44FR ,..K,NO
Al OR MORF nRS.

(9)

Nt,s,43ER TAM...
NO ROLMS

(4)
I. Stae:A.VIEt 10041kielltATIVE I

Supervisory Personnel
..

2. Local Administrative and
Supervisory Personnel

-.... ..-

,

._

3. Local Teachers
..

4. Local Counselors
-

........-

5. Local Paraprofessionals
-..1

..

6. TOTAL
,

TABLE 5. STATE ADULT EDJCATION PROGRAJA IMPACT DATA

PEPSONS toMO NUMBER
OF PERSONS PERSONS W140. HUMBER

OF PERSONS

1. Are .-..-irolled in an urban ABE Program
(Community popuiatron over 100.000) 11. Enrolled In other education/training 1737.7:

2. Are enrolled in a rivet ABE Program
(Community pnpulation under 2,300)

k rr. ip oyeeve opmen I. acilfarrEZT.,C1.%Z., _1
JUNIOR COLLEGE,. FOUR -YEAR COLLEGE,
'business or techniCal inbtitute. corre,pon- -1
dence, other Federal. State or local ritnrinower I
program as result of experience in program) 1

i

3. Are enrolled in program who are employed

4. Are enrolled in program who are unemployed 12. Were removed from public assistance rolls

S. Are enrolled in program who are receiving
public assistance 13. Obtained jobs as a result of experience

gained in program

6. Are on waiting lists to enter program 1r Changed to or were upgraded to better :oh
as result of experience in program

7. Achieved eighth grade diploma through
program 15. Registered to vote for the first time

B. Enrolled in higil school diploma program
after completing ADE Program 16. Received U.S. citizenship

9. passed general education development
seal 17. Received driver's license

10., Ciro 'tinted from high school after starting
in A tt ProrJrr IS. Received training in completing income

tax forms
.. sTaT, Ct.tC.34 ( Typo)

I

SIORATO.4E OF STATE OIR..ET OR

125
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TABLE 3-Shows where participants attended classes and the number of day
a.hrei.iening classes by type of classroom location. Ps with Table 1 and
Column (b) of Table 2, the State should report on every participant that
completed 12 or more hours of instruction during the fiscal year

"School Building' can be either public or private. For purposes of this
report, junior high buildings should be classified as elementary.

Learning centers," for purposes of the adult education program and this
report are adult instructional settings featuring (1) extensive use
of programmed instruction, (2) flexible participant scheduling and attendance,
(3) being open for extended periods of time and on a daily basis, e g.,
9:00 a.m. to 5:00 p.m. In cases where learning centers are found in any
of the other types of locations listed participants should be counted
as attending learning centers not the other types.

"Correctional Institutions" can be Federal, State or local and include
youth offenders as well as adults. Inmates are the only ones to be
included in this category.

'Hospitals" can be Federal, State or local; mental institutions are
included Hospital in patients and out patients are the only ones to be
included in this category.

Work sites can be public or private, as long as they are operating
places of employment for the participants. If hospital or correctional
employees are trained at their respective job locations, they would be
counted under the "work site" category.

All otherlocations" would include those that do not fit into one of
the above categories. Church and storefront locations are among those
that would generally fall into this category.

TABLE 4-Requires data on numbers of personnel and their fulltime
equivalence for five different personnel categories. It also provides
for indication of the amount of State and/Or local pre-service or in
service adult education program-related training received by maid
personnel during the fiscal year.

In Column (b) count one time only each employee being paid out of
Federal State, or local adult education funds. Each employee should
be placed in the personnel category where he does most of his work.
"Administrative and Supervisory personnel" includes teacher trainers.
"Paraprofessionals" includes teacher/classroom aides.

Equivalent Nutter of Full-time Personnel, Column (c), should be stated
according to a formula or method used in determining fulltime employment
in each of the different job categories.

"State or Local Training" is not to include any"309 (b) and (c)- funded
training It should include other training that is clearly related to
the program effort under the personnel categories listed above. A clock
hour refers to a period of instruction of at least 50 minutes in length
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TABLE 5-Provides for various impact information concerning the State adult
635.6iEroin program. Supply accurate data if it is available on a State
wide basis for any of the listed items.
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Part II - Narrative

.Instructions for Part II - Narrative: Provide in narrative
format descriptive information explaining overall activities
of the Adult Basic Education Program in the Community durin
the fiscal year. Please attach other narrative information
considered to be anoropriate. Use additional napes as neces-
sary for any item.

A. Describe any poecial, demonstration, research, and/or in-
novative ABE practices, including the number of ABE stu-
dents involved.

B. Describe actual program activities with cooperating public
and nrivate agencies, such as TTITA, CAP, Headstart, VISTA,
Work Study, Work Experience, Vocational Education, Literacy
Councils, private industry, churches, and unions.

147,
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PART II - NARRATIVE

/he narrative portion of the annual program report calls for you to

describe briefly a number of the aspects of your program: special

activities, cooperative programs, problems, materials, and suggestions.

Explanations needn't be lengthy, but should be concise and honest

Deal accurately with the problems you have faced, and state completely

the innovations you have pioneered. Suggestions should related not

only to local programming, but state-wide organization, activity, and

support that you would like to see improved
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Narrative Continued

C. Describe the major problems of the ABE program, such as

classes curtailed or closed, approximate number of adults
on ABE waiting lists, teacher shortages, problems of metch
ins funds, maintenance of effort, recruiting, facilities,
organization, and lack of support.

D. Describe the instructional materials used in regular ABE
classes and in ABE classes where programmed instruction
methods were used.



Narrative Continued

151.

E. Describe any suppestions you have for imnrovinp the ABE
program.
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ANNUAL EXPENDITURE REPORT

ANNUAL. EXPENDITURE REPORT
Cr Fool 3119

The Annual Expenditure Report must be submitted to the State ABE

Project Director no later than Augustl, 1974, as this information

must be dccumented and forwarded to the U.S. Office of Education. Retain

ONE copy for vour files and forward ONE copy to:

Miss Mary G. Bodanza, Project Director
Adult Basic/Civic Education
182 Tremont Street
Boston, MA 02111

Do not use estimated figures as these will invalidate actual data,
whichmust be in agreement with the overall totals on the Mo Ehly State-
ment of Expenditure Forms. Unacceptable data will be returned for corrected
ad.ustments wnich could delay approvar-OrrY-1773-16caMdget requests.
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ANNUAL EXPENDITURE REPORT

Part I-Report of Expenditures
Sections A & B

Part I, Sections A and B should be completed for both the ESTIMATED and
the ACTUAL EXpenditure Reports. Section C is required ONLY for the
Actual Report. The Certification of Maintenance of Effort in Section
D is required ONLY for the Estimated report.

GENERAL - SECTIONS A AND B

The column headings for Section A and B of this report are identical,
Financial data are to be reported in these columns as follows:

Col. 2, Totals. These are the sums of Columns 3 through 7.

Col 3, Local Administration. This column is to cover all Local
technical and supervisory expenditures under the State Plan.
DO NOT include in this column amounts to be allocated for teacher
training workshops, special projects, or research and demonstration
projects.

Col. 4, Special Projects. Report here expenditures for Special
Projects funded under Section 306 (a)(4) of the Adult Education
Act. These should NOT include expenditures for Special Project
grants funded directly by the U.S. Office of Education under
Section 309 (c) of the act.

Col. 6, Research or Demonstration. Report in this column expenditures
for Research or Demonstration Projects funded under Section
306 (a) (4) cf the Adult Education Act. These should NOT include

expenditures For Research or Demonstration grants funded directly
by the U.D. Office of Education under :'action 309(5) of the act.

Co1.7, Progra s of Instruction. Thi-, should include all expenditures
applicable to Adult Education which aro incurred by local educational
agencies in conducting adult educator classes.

SECTION A

This is a breaVklea (f expenditures for A7alt Education by source. i.e., the
Federal share and the State and local rriEttn, sr, -,re. Data are tol-x,

identified as follows:

Line 1. Expenditures chargeable to th-, State's Federal allotment
for Adult Education.

Line 2. Expenditures from non-Federal sources for Adult Education..

Line 3. Total Expenditures by Source-Sum of Lines land 2. The amts.

shown on this line should equal the amounts shown for Section b
Line 10, of each respective column.

SECTION B

This is a breakdown of expenditures for Adult Education BY LINE ITEM.
Amounts reported in this Section should include BOTH the Federal AND the
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non - Federal shares.

Lines 1 through 8. Eligible costs for these line items are defined
in Section 166.33 of th2 Federal Ilegulations.

Line 4. Do not include in the amount shown on this line any
expenditures which are reported on Line 6. (See Columns
6 and 7, Section C, of this Part, for a breakdown of
expenditures for "Instructional Materials")

Line 6. The amount shown in Column 2 should equal the amount shown
for Part I, Section C, Line 3, Col. 2.

Line 9. Indirect costs, if any, are determined by the application
of that rate which has been negotiated between the CHEW
Division of Grant Administration Policy and your State in
accordance with DHEW borchure QASC -6 dated March 1969.
This rate may be obtained from the office of your chief
State officer.

Line lo. 'Dotal Expenditures by Line Item -Sun of Lines through 9.
The amounts shown on this line should equal the amounts
shown for Section A, Line 3, each respective column.
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159.

ANNUAL EXPENDITURE REPORT

Part 1-Sections C & D

Part 2-Sections A & B

SECTION C

This Section provides a breakdown of Ibtal Expenditures for instructional
materials by type and by source of funding. The amount shown on Line 3,
COlumn 2, of this Section should equal the amount shown for Part I, Section B,
Line 6, Cblumn 2.

SECTION D

In accordance with Section 166.41 of the Adult Education Act Rules and
Regulations, the Certification of Maintenance of Effort must be submitted
annually PRIOR TO Tun RECEIPT OF ANY FEDERAL FUNDS UNDERIMS PROGRAM. This
certification MUST la! signed by the chief State school officer.

PART II-FINANCIAL STATEMFNT OF RECEIPTS, EXPENDITURES, AND
BALANCES OF FEDERAL FUNDS

SEuriCti A

Adjustments to previously submitted Expenditure Reports should be shown
here. Amounts of adjustments should be identified by fiscal year and by
Common Account No.

NOTE: The Common Account No. for fiscal year 1968
and subsequent fiscal years is shown on the Notification
of Grant Award. For prior years, the proper identification
is as follows:

FY 1965 CAN 72760541
FY 1966 CAN 72770541
FY 1967 CAN 72210541

SECTION B

Line 1. Enter on this line the amount of unobligated Federal allotment
under the Adult Education Act for the previous fiscal year. ALL funds
carried forward from the federal allotment for the previous year LUST
BE EXPENDED before any expenditure can be made against the Federal allotment
for the current fiscal year . The amount of unobligated Federal funds
reported here should be the same as the amount reported on Line 1 (h),
Column 2, Section A of Part I.

Line 2. Enter on this line the amount of the Federal Allotment for the
current fiscal year.

Line 3. Add Line 1 and Line 2.

via



160.

Line 4. Enter on this line the Federal share of expenditure (actual
disbursements and unliquidated obligation chargeable to the current
fiscal year. This amount should equal the amount shown for Part I,
Section Line 1, Soclumn 2.

Line 5. Deduct Line 4 from Line 3. This amount cannot be more than the
Federal allotment for the current fiscal year (Line 2).

F.8



161.

SAMPLE FORMS

Following are some examples of how to fill out various forms for

a typical , part-time program in Midtown, Massachusetts. Not all forms

are included in the sample, but those that it seemed could benefit from

illustration have been included.

1.39



Addendum IV

THE COMMONWEALTH OF MASSACHUSETTS

DEPARTMENT OF EDUCATION

DIVISION OF CURRICULUM AND INSTRUCTION

BUREAU OF ADULT SERVICES

Adult Basic Education

162

February, 19 7

TITLE III FEDERAL FUNDS-ADULT EDUCATION ACT

PUBLIC LAW 91-230

ADULT BASIC EDUCATION PROGRAM:

CITY/TOWN / ii )Taaiti Mit Ss hati SE 175

The total amount of Title III Adult Basic Education Federal funds under
this Project not to exceed the same amount funded the previous fiscal

year unless previously requested and authorized by the State Office.

Amount FY 1976 0406 Amount Requested for FY 1977

SIGNATURE

DATE

DATE

/97Z

SIGNATURE

/V. f4Atly2

/o, pa

Superintendent of Schools

fee
Adult Basic Education Program Director

/971

140
AE itl
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APPLICATION FOR ADULT BASIC EDUCATION PROGRAM

TITLE III

Adult Educactou Act ( 1'. L. 91-2J0 )

1. Title of Program if leTo toy, A00,1 tAre FQ1 ezardie_
2. Name of School District AdrAjimigSatimajirszerCr_

3. Person in Charge of Program 114
Title (coordinator, supervisor or director) 641"Asetzve
Business Address b,2

Home Address Alf1;,, Sr.
Telephone

Telephone

1)_?- 4Ift7
g- svP4 7_?

Application submitted by:

Signature te-Z6VAS

litle fietarithf Ca-ma rek Al2, rina27(etAtus
Date Submitted _Am, yfn

5. Federal Congressional District

State Senatorial District

Representative District

FOR DEPARTMENT OF EDUCATION USE ONLY

Date Received

Approved By

Reviewed on Merit of Performance
Recommended for Funding: YES NO

Director
Bureau of Adult Services

ABE Project Director

Total Project Cost Federal and Local Funds $ (100%)
Amount Carried from Previous Fiscal Year
Amount Funded under Title III, ABE

( %)
Local Share

( /)

COST PER INSTRUCTIONAL HOUR PER STUDENT
(Amount of funding; - number of actual instructional hours all students
spent in class X number of students attending the Program)

AE #2

141



STATEMENT OF CERTIFICATION

WF. HEREBY CERTIFY THATf.

164

1, To the best of our knowledge and belief, the application made herein is
in accordance with the Terms of the Massachusetts State Plan for P.L.
89-750, Title III, 1966.

2. Participation in tht Massachusetts Plan for Adult Basic Education was
authorized by vote' of the school committee of:

_Plrh7V/6/ At At 6.50 s on Mart is /916
City, Town or Regional District Date

3. The Assurance of Compliance with Title VI of the Civil Rights Act dated

(9 applies to the application submitted herewith.
Month, Day, Year

4. For every $7.50 of Federal monies expended for Adult Basic Education,

the t'1.7 Se00,- I:kenitter will expend $2.50 as the local
City, Town or Regional School

5. All other applicable local rules and regulations and pertinent state
statutes and regulations governing the expenditure of funds will be ob-

served.

6. To the best of our knowledge and belief, none of the items for which
approval is requested will originate in or be exported from a Communist

country.

Superintendent of Schools

Date

Chairman of School Committee

Date

Signature

142 AE #3



PROGRAM DESCRIPTION

1, Program Timetable:,

a. Beginning date (for classes)

b. Projected enrollment

c. Number of instructional hours

d. Number of sessions per week Learning Center . . .

e. Number of sessions per week - Part-time Program . . . So

f. Total number of weeks (30 weeks minimum) :40

g. Total number of sessions (40 sessions minimum). . . ___140

165

h. Closing Date

2. Description Student Population:

a. Size of the target population (ABE) in your city or town:
(Refer to CAMPS reports or community monographs Massachusetts De-
partment of Commerce)

1970 Census of Population - Massachusetts
U.S. Department of Commerce/Bureau of the Census te)__SYL/

E. Description of the target population you have recruited:

Adults functioning at the fourth grade level or below

Adults functioning above the fourth grade and through
the eighth grade level

Adults functioning above the eighth grade level and
through the twelfth grade level or its equivalency

so

Methods of student recruitment (community and neighborhood recruiters,
radio, fliers, etc.):

Flyer; weld-of- vvtou+IAT ra-4.10

606/11s, etayS; Soelefi Semke ale."( t'e-011e-aS.

; News eapet; eat 461S;

143 AF P4



3,66';

3. Description of instructional practices (individualized and group
instructions, use of learning machines, etc.):

1-it 4; vi La; ;osirochotel wA afp Ph a--

&-rour wit i en cm, pi WI 1 ea -off Sei /6.

.

e .

4. Explanation of coordinition with local community agencies
(CAP, MDTA, WIN, MODEL CITIES, N.Y.C., etc.):

A minimum of three (3) Letters of Intent from cooperating agencies
indicating a willingness to cooperate in student recruitment and
referral from communit, agencies and/or organizations. (Kindly

attach Proposal Application)

See ittitecied .

144
AE #5



City /Town

PROGRAM CRITERIA

ADV-T BASIC EDUCATION TITLE III

ADULT EDUCATION ACT

School System

167.

A. First priority shall be given to those students functioning at the tourth
grade level or below, and second priority is to be given to students func-
tioning above the fourth and through the eighth grade level. Third priority
will be given to persons functioning above the eighth trade level and
through the twelfth grade level or its equivalency.

B. Indicate which priority you have recruited in your area as meeting the
most need. How many students will comprise this group, approximately?

___La_sidatif_th_b.d,/ Z./L*040cl
,r p vi en; Ai

C. What special method in reaching reading are you preparing to use?

4.2"17E ,t t. iN ule Special materials:

Special procedures:

D. What procedures for evaluation will be used?

ede Atilefidites ititt awlr

E. Describe Guidance and Testing Service to be provided:

&lie/jilts lakiwoonil selykelPropnsed tests to be used:

F. Names of member of Local Advisory Committee: "AGLAblethNi

)del) L. _gay ; kQ. R. wk ; samm fAuti 4°- ;
Sam Ervin ; Awl,/ At ; )/4 d; ; Met 7
Piers( ; ei3 Sohn; 6E-Ffa_ 4,109 rhAte__.

cif&r_4224-ASchedule of Advisory Committee Meetings:

Upon advance notice, State personnel will be glad to meet with Local Advisory
Committees.

145
AE #6



EXPENDITURES BUDGET

1.0 P RSONNEL SERVIUS

168

City /Town Tfirowt4

M tke certain that Sect In 1.0 Personnel Services is completed as in the

t Mowing extroplt (NI. OF HOURS X RATE PER HOUR X NO. EMPLOYED = TOTAL

)ST) 100 hrs. X $10 .0 per hr. X 1 $1,000

Administrative:
MATCHING SHARE

(Prig-rated is list under part-time

nn

with symt,n1
Federal zs- local 2,(2

Part -time $ J O 40

Full Time
4. v. ....mu. .0=7

t, Counsel ins:

Teachers:

L,

(or Ms 1rt ,rhob/hp 014

Associate Nolessiows:

Recruiters:

U Clerical:

ckititet FA

Custodial:

_13,(Art

Part-time $

Full Time

Part-time $ 7066

Full Time $

Part-time $

Full Time $

Part -time $

Full Time $

Part -time $ 171"

Full Time $

szc

Part-time ze

146

Full Time $

AE #7



h. Other (Specify):

2.0 NON-PERSONNEL

Part-time

Full Time

TOTAL 1.0

Instructional Materia.s-Hardware Only

169.:

Federal 7s-% Local 2,(X,

An inventory of all capital items purchased during this fiscal year must
le kept, both in the .oval school district and at the State ABE Office.

a. Audio-visual Equipment:

b. Office Equipment:

TOTAL 2.0 $ In 6 0

Federal % Local

3.0 GUIDANCE, COUNSELING, TESTING

a. Standardized Tests:

(Include names of tests and Company
purchased)

$

1.

2.

b. Interest Blanks:

c. Reference Books:

TOTAL 3.0 $ boa

4.0 OTHER SERVICES AND SUPPLIES (SOFTWARE)

a Books and other instructional materials
for adults

b. A.B.E. Conferences and Workshops only
(Advance request required from State
ABE Office

c, Equipment Maintenance and Repair

147

7S-0

AE #8



d. Communication (Niwspaper, Radio, etc.) $

e. Utilities-Out of school sites only

f. Printed Materials

g. Space Rental (else -44--msits44-444es

-01034-4aisampulalia.

ITEMIZATION OF TOTALS:

1ONIES - GRAND TOTAL

TOTAL 4.0

Federal

170,

MEAL PROGRAM COST FEDERAL AND LOCAL MONIES $ / 3,sto
* * * * * * * * * * * * * * * * * *

SUBMISSION OF APPLICATIONS

nwo (2) copies of the completed application will be submitted to:

Project Director
Bureau of Adult Services
Massachusetts Separtment of Education

178 Tremont Street
Boston, Massachusetts 02111

One (1) copy should be forwarded to the Superintendent of schools. The

applicant agency should keep one or more copies on file.

DEADLINE FOR SUBMISSION

Fiscal Year applications must be submitted by February 1.

148 AE 1 9



COMMONWEALTH OF MASSACHUSETTS
TEPARTMENT OP EDUCATION

BUREAU OF ADULT EDUCATION AND EXTENDED SERVICES
ADULT BASIC EDUCATION

FORM 91-230-A-5 (REVISED)

lDNTH Ocrattei
PROGRAM TITLE MSO Thaa4

SECTION I. BUDGET CONTROL
Total Federal Funds Approved PT 1977 000

E

171.

)ONTI'LY STATENDIT OF EXPENDITURES

LOCAL DISTRICT Pt :0704W

PrOGRAM I / 2 vs6

1. Personnel Services

2. Instruction Materials (hard-
ware, of'tce equipment, only)

3. Other Services and Supplies
(software)

Totals

Grand Total Accumulative

1 2 3 4

Approved Budget
Categories

FT 1973

Actual
Dirrent
Month

Expenditures Total Unex-
pended Balance

To Date
Accumulative

To Date

tart) 1/.1150 2307.40 efs-V3. 0 o

3o0 000 viooo 2.0.00

tst, '00.60 3o0 a 6 $12).040

10'000 103.0 22:706 7113.00

(Column 1-3

N.B. Expenditures in budget categories in access of approved budgets will be assumed
by the local school system unless prior approval for the transfer within cate-

gories has been authorized by this Office.

SECTION II. CASH CONTROL

1) CASH ON HAND BEGINNING OF MONTH ,971/4.0

2) ADDITIONAL RECEIPTS THIS MONTH j)

3) FEDERAL FUNDS AVAILABLE 27%. s

4) LESS EXPENDITURES THIS MONTH( /433. re0 )

5) CASH ON HAND - END OF MONTH 1//3.00
(THIS TOTAL BECOMES THE BEGINNING BALANCE FOR THE FOLLOWING MONTH CASH ON HAND,

SECTION II. NO. 1)

List any instructional equipment (hardware) purchased during the month at a cost of

$100 or more:

IJO .66 Ziet Ad/11AI

OFFICIAL SIGNATURE:
City/Town Treasurer or Responsible Official

Program Director, Adult Basic Education

RETAIN ONE COPY FOR TOUR FILES

149

Edue44)
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172

PROFESSIONAL STAFF.CERTIFICATION,

Program # /23Str4
Title of Program MIAMI/ 1.1 MASS itaiairPrE
Local District /477,,aroapy

Name 1/414frA lar elm Phone 1,1 P
Nome Address /r/seumf 91199

&111Istethrleedir- Crty or zip code

Business Address

Educational Preparation: Undergraduate and Graduate

INSTITUTION SPECIALIZATION DEGREE YEAR

regazifiltjkli_ 1f71

MASSACHUSETTS TEACHING CERTIFICATE NO.: arlts14

Workshop in Adult Basic Education:

INSTITUTION YEAR MASS. A.B.E. CERTIFICATE RECEIVED

SrA7 ) 97,12 YES (-r (

Years Experience Teaching A.B.E. Program: J Wheee /viz/vault

Years Experience Teaching A.C.E. Program: /) Where

Present Position in Program: 7-041,1f4 Salary per hr 15,04

Specific Duties n-ALR:rili A(E. z,/, fej

Elementary or Secondary Teaching or Administrative Experience:

FOR DEPARTMENT OF EDUCATION USE ONLY:

Approved Rejected

Signed Position

150

Date
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Owllost OF
CURRICULUM AND INSTRUCTION

l71
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eleetithlient letiamte:eofp

/82 ,Tfentovt, _(//orrt. Atitov 02,/

ADULT BASIC EDUCATION

ANNUAL PROGRAM REPORT

FISCAL YEAR 1972

Community Iv 12Dia til N

April 7, 1977

Date Aa.y 1Q 77

Signature of Local A.B.E. Director rat
Signature of Person Making Report C2.6141

Position

Period Covered by A.B.E. Program:

From 9/ ?
month year

To ficy 77
month year

This Report is to be returned to the Department of Education
no later than MAY 26, 1972 to:

Mr. Robert Sinicrope
Senior Supervisor
Adult Basic Education
4th Floor
182 Tremont Street
Boston, Massachusetts 02111

1.5Z
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TABU I

NUMHEA OF PARTICIPANTS dl StLECTED ETHNIC
GROUPS, MA AND SEX

VH1TE

(Other than
Spanish Surnamed) NEGRO

.-.

SPAhtSH SURNAMED
(Cubans, Mexican-

Americans, Puerto Ricans)

k./

AMERICAN
INDIAN

IL,'

ORIENTAL

lb)

OTHER

if)

TOTAL

(e) 16
TO --------+

MALE

(b) 24 FEMALE

s-

-1-

) 4) 0 a /4
Z. 3 f

/I

(a) 25 MALE
2 TO

ii I lt.. 9
(b) 34 FEMALE 4------

ar

r

4; r

21/

2 I(aa 35 MALE
3 TO

/ 0

(b) 44 FEMALE 1 7 J_ 7'
I Zs

1

(a) 45 MALE
4. To

i 7
3

i t
II(b) S4 FEMALE 3 r

(a) 55
O

MALE
5. TOT

(b) 64 FEMALE S 1 t

'al 65 MALE 2.
6. +

2
1 r

(b) FEMALE / / I 3
7, TOTAL 96 2 7 37 0 u d 1 /S-0 j

TAKE I reports the population that is being served by adult education classes in the State with Federal.
State or lcnal tends under P.:. 91-230, It should Include participants from other Federal programs such as Man-
power and a:N for ono, any direct services are being provided at clearly additional cost to the program (e.g., whoa
at irflux o: 4J WIN participants wouli necessitate operating 2 or 3 extra classes). Every participant that coal,
plated 12 ante haute cf instruction during the fiscal year July 1-Juns 30 should be included in this table.

A participant's age is to be reported as age at time a first class attended during the fiscal year.
The =tn.: at.:-.br of adult education participants reported in Line 7, Column 7 of TABLE I should agree exactly

ult.: the total figure reprred in Line 4. Column 1, Part 1. of TABLE 1/.-

PARTiC:PoST PEOCRCSS ANT' SEPARATION DATA

Bi 1NSTBO LEVEL

PART A

ihaTRUCTIONAL NUMBER OF PAATICIIANTS WHO...

LE1. EL (1) (2)

STARTED AT EACH LEVEL STARTED AT EACh Leda
AND COMPLETED THAT LEVEL

(3)
STARTED AT a. LOWER LEVEL AND

COMPLETED A NICKER LEVEL

(4)

SEPARATED FROM
EACH LEVEL

1. P-GINRInG
2. 1%TERHEhtATE

3. AZVLNCED

4, TOTAL ra

30
Z.0

s-
o

PART B

joEA:, IS ):It --'0,Lti: ..i

1 : 1%. l.) A., , 3. r ' ,..F V' i.:

,

1

1 5 Fta 1,- * , '4-

. ' . ',CAL r .c P* ' . ..-:),- 4 -'
i

.';.:.

[1._?....A_ .E Jr I.: .l. L,m ti--*; .

'&1.'. 14,-.C.tt t ,r T.1.:k7 7 r":,_ I 1, i, -: ' . ;- !r
11.. BECAI is 0 Cr...,. r eit '0i 7 7, . L.7h 71.

"J. F A :.:-:-.m. F-:, ..

1

TABU t: cambines lepertr- daa 1 tartirg revels. t,...plet1o114., and separations. A:: with 'IP Lr I. only partic

pants vi .trended 12 or nore !..arcs o: rnstruaion during :h.% fiscal year should be reported. The total figure reporte,

in Lane 4. Co:ter: 1. Putt .1 (4 :MIL).
.: ch:uld 01,r(.: ex,,r1). ,..11: tht total reported in Line 7, Column 7 of TABLE I.

St Aunts who ler: the prscam dor.* the (I.. (1 year bet ...e they completed the intermediate or advanced levels,

should not be tonnred as arta: rion*, art as cempltior... Lu,nt separations one tine only. For example. a female w. s

sep because she hrs baylIttlos, pritlec -"y he sold ' e, ;ewe family prublem. However, it is more accurate and

ouill '" report her seerrAt.. ix.. undsr 'CULD, ,ARL UMW:.
Reasvna for .epar..tt.", *.t.. seen delineat.d fn shod 'positive" type towns Indicating cartels irugram accomplisn-

:bents, as well a. proble--rr !sr.,. rees,ns which ra. e be 4:-.1ble to State and/or Federal influence. For example, it

h-aith problems show np 4.1,r:11.1 41y in a glivIn ::ate as a reason for separations, the State Administrator might an-

tournm catricnInm on p*rs.hni %ealth :a., hygie..... end n.rrItion. The total figure reported in Line 4, Colour' 4,

Parr A --4 EWE. 11 0 ..l. ,,,. ,a,(.1, w1rh -' :Ail re, --I In item 14 of Fart N.

thlrit such time a* spc...1 4.11.ain .a.. n....
L..% d ... pct for measuring adult performance levels, "Segianing" 1 /e

.o zott,rm with ten.as de :, ..- (lu ,ia..it to 'rade+ 1-4. "Intermediate" is equivalent to grades 5-8. "Advanced"

Is equivalent to grades ',..A.A.

NUMBER OF
SEPARATIONS FOR
EALM REASON
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TABLE it

NU'MBE'R OF PARlICIFtNrS AND
NUMBER OF DAY-TIME AND EVENING
CLASSES BY TYPE OF LocAriLm

(1) (2) (3)

177 .

LOCATIONS OF CLASSES

--MIER Or
PARTICIPANTS

FUMBEra
DAY -T1Ht CLASSES

NUMBER OF
EVENING CLASSES

SCHOOL BUILDING
1. ELEMENTARY/JUNIOR 0) 0

6 0

Y
rSCHOOL BUILDING

2. SECONDARY

SCHOOL BUILDING
COLLEGE/JUNIOR COLLEGE/

3. TELHNICAL INSTITUTES

4. LEARUNG CENTER
1

S. CORRECTIONAL INSTITUT:ON

6. HOSPITAL

7. WORK SITE 30 ti)

B. 0211ER LOCATIONS

9. TOTAL

TABLE III shove where participants attended classes and
the number of day and evening classes by type of

classroom location. As with TABLE I and Column I of TABLE II the State should toport on every participant that

completed 12 or sore hours of instruction during the fiscal Year,

"Scnool building" can be either public or private, For purpose* of this report junior high buildings should

be claaelfied as elementary,
"Learniasceetere" for purposes of the adult education program and this report are adult instr.atiosal settings

featuring 1) extens:ee use of programmed instructton,
2) flexible participant scheduling and attendance, 3) being

open f,r extended per,ods of time and on a daily basis, e.g., 9 AM to 5 PM. In cases where learning centers are

found .- any of the tcher types of locations
listed, participants should be counted as attending learning centers,

not the other types.,
"C.rrecricnol Institutiont"ean be Federal, State or local and include youth offenders as well as adults.,

Inmates are tri-eSay noes to Le included in this category.
'hospita's"can be Federal. State or local: mental institutions are included. loepital in-patients and out-

patients are the only ones to be included in this category.
"Uork sites" can be public or private, as long as they are

operating places of employment for the participants.

If hoW15=The-corre tional employoes are trained at
taetr respective job locations, they would be counted under

the "eork slte" category.
All other locations" would include those that do not fit into one of the above categories. Church and

storetront locations are =ors those that would generally fall into this category.;

ORGANIZATIONAL mamma
AND TYPE OP JOE FERPORMED

TABU IV

NUMBER OP PAID PERSONNEL. IT =ATM
AND TYPE OF EMPLOYMENT, AND EY AMOUNT OP

TRAINING FOR ADULT EDUCATION POSITION

1. UY-AL ADMINISTRATIVE 6
SUPERVISORY PEE,XEMEL

2. U0Col.

TEACHERS
3., LOCAL

COUNSELORS
4. LOCAL

PARAPROFESSIONALS

PAID ADULT EDUCATION PERSONNIEL

(1) (2) 3)

MIL NO. OF 11OUIVALeNT NO. MORT OP STATE AND (OR LOCAL

TEESOMNIZL NO. MING NO. TARING NO. TARIM 41
1-16 MOUES 17-40 Hours OR MUM nom

(a) (b) (c)PEII9MINEL 3F FULL TINE

TRAINING-IN CLOf3C ROMS

(d)
NO. TAKING
MO nnints

. zr

TOTAL

I0

I/
TABLE IV require., data on numbers of pereoemel and their full time equivalence for five different personnel categor-

ise. It also provided for Radiation of the anoint of State mud /or local preservice adult education proprem-related'

training received by paid personnel durfug ta, tier...! year.
Io Colon I, count age ties onjz each ewptoyee being paid out of Federal, State, or local adult education funds.

Seth employ-, should be placec-n the personnel category where he does most of his work. "Medal ttttt lee and Supervisory

Personnel" includes teacher cra.ntrs. *Persprofeesionale" includes teacher/els/serape aides,

"Equivalent Number of Full Time Punummeel," Uhler' II. should be stated according to formula or method used In
determining full time employment in each of the different lob catrecries. In the space provided below* please specify

the various formula* or methods *Axed In each of the categorise
"State or Local Training" dr not to include any "10900 and (c)" headed training. It should Include other training

that is clearly related to the program effort under the personnel categories listed shove, A "clock hour" refers to

a period of instruction of at beet SO minute* in length.
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ADULT EDUCATION PUBLICATIONS

1) Adult readership

10 issues /year $13.00
Nicholas P. Mitchell, ed.

Circulation address: Adult Education Association of the U.F.A.

The Otis Building
810 18th St., N.W.
Washington, D.C. 20006

2) Adult Education

4 issues/year $11.00

Circulation address: Adult Education Association of the U.S.Q.

The Otis Building
810 18th St., N.W.
Washington, D.C. 20006

3) Adult Education agazine

Annual. No cast.

Circulation address: Youth Education Systems, Inc.
1696 Westwood Boulevard
Los Angeles, California 90025

4) International Journal of Continuing Education and Training

4 issues/year $25.00
Phillip L. Sleeman, ed.

Circulation address: Baywood Publishing Co., Inc.

43 Central Drive
Farmingdale, New York 11735



183.

5) The Adult Education Association in Massachusetts

6 issues/year No charge to members.
Mblly Charter, ed.

Circulation address: Adult Education Association
c/o Boston Public Library
Copley Square
Boston, 'lassachusetts 02117
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.",DULT :DUCA:ION ASSOCIATION OF TIT. U.S.A. (AEA)

Affiliated with the Council of National Organizations for

ADULT EDUCATION ACTION COUNCIL (AEAC)

ADULT SERVICES DIVISION (ASD) OF THE AMERICAN LIBRARY ASSOCIATION (ALAI)"

CHURCH TAICNIEN UNITED (CWU) ADULT BASIC EDUCATION cammilht AND STAFF
FOR VOLUNTEERS IN COMMUNITY SERVICES

ADULT EDUCATION ORGANIZATIONS

Adult Education Action Council
Alexander N. Charters, President

Washington, D.C. 20016

Andrew Hansen, Executive Secretary
Adult Services Division, American Library Association

Suite 1205 Fast

Mrs. Alice M. Leppert, ABE Program Specialist

New York, New York 10027

4201 Cathedral Avenue, N.W.

Chicago, Illinois 60611

Church Warn United- Adult Basic Education Committee and

50 East Huron Street

475 Rivers::::::

Volunteers in Community Service
ROOM 812

(202) 244-6167

(312) 944-6780 Extension 293

(212) 870-2347

Washington, D.C. 20006

Charles B. Wood, Executive Director
Adult Education Association of the U.S.A.
810-18th Street, N.W.

(202) 347-9574

Adult Education 0:11}-/E)

159



188

commaioN (F ADULT EDUCATION ORGANIZATIONS (CAEO)
Formerly Ommittee of Adult Education Organizations (Ad Roc), 1965

Clarence H. Thompson, President
Coalition of Adult Education Organizations
University College-Center for Continuing Education
Drake University
2700 University Avenue
Des Moines, Iowa 50311

(515) 271-2183

CCMMISSION OF PROFESSORS OF ADULT EDUCATION (CPAE)
A division of the Adult Education Association of the U.S.A. (AEA)

William S. Griffith, Chairman
Ccmmission of the Professors of Adult Education
Department of Education
University of Chicago
5835 Kimbark Avenue
Chicago, Illinois 60637

(312) 753 3815

COUNCIL CF NATIONAL ORGANIZATIONS FOR ADULT EDUCATION (CNO-AE)

Mrs. Constance Burgess, President
Council of National Organizations for Adult Education
1225 Nineteenth Street, N.W.
Washington, D.C. 20036

(202) 296-7297

DIVISION OF ADULT EDUCATION SERVICES (DAES) OF THE NATIONAL
EDUCATION ASSOCIATION (1117,70

Robert A. Luke, Director
Division of Adult Education Services
National Education Association
1201 Sixteenth Street, N.W.
Washington, D.C. 20036

(202) 833-5492

INSTITUTE OF LIFETIME LEARNING (ILL)

Lawrence 0. Carlson, Associate Dean
Institute of Lifetime Learning
Suite 601
1346 Connecticut Avenue, N.W.
Washington, D.C.

(202) 332-7341 160
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NATIONAL ACADEMY FOR ADULT JEWISH STUDIES (NAAJS)
Adult education arm of the United Synagogue of America

Marvin S. Diener, Director
National Academy for Adult Jewish Studies
218 East 70th Street
New York, New York 10021

(212) 535-0790

NATIONAL ASSOCIATION OF BLACK ADULT EDUCATORS (NABAF)

Joseph C. Paige, President
Ernest A. Dow, Vice President and Executive Director
National Association of Black Adult Educators
Federal City College
1424 K Street, N.W.
Washington, D.C. 20005

(202) 628-5951

NATIONAL ASSOCIATION FOR PUBLIC CONTINUING AND ADULT EDUCATION (NMPCAF)
An Affiliate of the National Education Association OW

James R. Dorland, Executive Secretary
National Association for Public. Continuing and Adult

Education
1201 Sixteenth Street, N.W.
Washington, D.C. 20036

(202) 833-5486

A.C;;OCLATIOI: ir?. PUBLIC CONTTNT,Tmir:, N"r) DI MT )Tx-

ffirliate of the 7iational Pssociatioq for nahlic i'ontinuina T.7 11 #* "'

Ray Moirow i' -esic' ant

nassac:.usetts fo, TVliC CnTtiru;nc r('11,t

aou
Springfield, Nas.;acl,-us=?t,s 111n3

(413) 733 2132

:,1ASSACITUSE!ITF: ADULT '17')UC.',11071 AcSOCTATTON

lolly Chrxter co:Nc7 v.

7CJU] t 7r"a-1t_on Association

c/o Boston Lihrary
Copley
Boston "as:;acsetts 02117
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RELATED PUBLIC AND PRIVATE ORGANIZATIONS

AMERICAN ASSOCIATICV (F JUNIOR COLLEGES (AAJC)

Edmund J. Gleazer, Jr. Executive Director
American Association of Junior Colleges
One Dupont Circle, N.W.
Washington, D.C. 20036

(202) 293-7050

AMERICAN ASSOCIATION OF UNIVERSITY MIEN (AAUW)

Alice L. Beeman, General Director
American Association of University Warren
2401 Virginia AveLle,
Washington, D.C. 20037

(202) 338-4300 Extension-1

AMERICAN SOCIETY FOR TRAINING AND DEVELOPMENT, INC. (ASTD)

James W. Pearson, Executive Director
American Society for Training and Develooment
P.O. Box 5307
517 N. Segoe Road
Madison, Wisconsin 53705

(608) 238-9312

ANERICAN VOCATIONAL ASSOCIATION, INC. (AVA)

Lowell A. Burkett, Executive Director
American Vocational Association, Inc.
1510 H Street. N.W.
Washington, D.C. 20005

(202) 737-3722

ASSOCIATION FOR FIELD SERVICES LN TEACH FR FDUCATION (AFSTF)

Mrs. Lois Burdick, Secretary-Treasurer
Association for Field Services in Teacher Education
Division of Extended Services
Indiana State University
Terre Haute, Indiana 47809

(812) 232-6311 Extension-721

4 C")



ASSOCIATION OF UNIVERSITY EVENING COLLEGES (MEC)

Howell W. McGee, Executive Secretary
Association of University Evening Colleges
Adult Admission and Records
University of Iklahoma
1700 Asp Avenue
Norman, Oklahoma 73069

(405) 325-1021

B1NAI B' KITH

Rabbi Jay Kaufman, Executive Vice President
B'nai B'rith

1640 Rhode Island Avenue, N.W.
Washington, D.C. 20036

(202) 393-5284 Extension-317

CORPORATION FOR PUBLIC BROADCASTING (CPB)
Have funding ties with the National Public Radio
the Public Broadcasting Service (PBS)

Robert D. B. Carlisle
Director of Educational Projects
COrporation of Public Broadcasting
1345 Avenue of the Americas
New York, New York 10019

(212) 582-2020 Extension-18

(PR) , and

NATIONAL ASSOCIATION OF EDUCATIONAL BROADCASTING (NAM
A division of Educational Television Stations (ETS)

William G. Harley, President
James A. Fellows, Secretary
National Association of Educational Broadcasters
1346 Connecticut Avenue, N.W.
Washington, D.C. 20036

(202) 667-6000
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NATIONAL ASSCCIATICV OF STATE UNIVERSITIES AND LAND GRAM COLLRGES

Ralph K. Huitt, Executive Director
National Association of State Universities
Suite 710
One Dupont Circle, N.W.
Washington, D.C. 20036

(202) 293-7120

NATIONAL ASSOCIATION OF TRADE AND'rECHNICAL SCHOOLS (NATTS)

William A. Goddard, Executive Director
National Association of Trade and Technical Schools
2021 L Street, N.W.
Washington, D.C. 20036

(202) 296-8892

NATIONAL COMMUNITY SCHOOL EDUCATION AS (NOM)

Nick Pappadakis, Executive Secretary
National Community School Education Association
1017 Avon Street
Flint, Michigan 48503

(313) 238-1631 Extension-263

NATIONAL COUNCIL OF CHURCHES (NCC) OF CHRIST IN THE U.S.A.

R. H. Edwin Espy, General Secretary
National Council of Churches of Christ in the U.S.A.
Roam 880
475 Riverside Drive
New York, flew York 10027

(212) 870-2200 actension -2141

NATIONAL COUNCIL ON COMMUNITY SERVICES (90S) FOR C9MMUNITY AND JUNIOR
COLLEGES

J. Kenneth Cunmiskey, Executive Director
National Council oil Community Services for Cormunity and

Junior Colleges
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One Dupont Circle, N.W.
Washington, D.C. 20036

196.

(202) 293-7050 Extension-49 or 50

NATIONAL COUNCIL ON JEWISH EDUCATION acm
Part of American Association for Jewish Education.JASJE)

Zalmen Slesinger, Executive Secretary
National Council on Jewish Education
101 Fifth Avenue
New York, New York 10003

(212) 675-5656

NATIONAL EDUCATIONNL TELEVISION (NET)
Now a division of Educational Broadcasting Coporation, New York

Henry C. Alter, Director of Media Services
National Educational Television
10 Columbus Circle
New York, New York 10019

(212) 262-5740

NATIONAL HOME STUDY COUNCIL (NHSC)

David A. Lockmiller, Executive Director
National Hare Study Council
1601 Eighteenth Street, N.W.
Washington, D.C. 20009

(202) 234-5100

NATIONAL PUBLIC RADIO (NPR)
Financed by the Corporation for Public Broadcasting (CPR)

Donald R. Qua1e, President
National Public Radio
888 Sixteenth Street, N.W.
Washington, D.C. 20006

(202) 833-1230

NATIONAL TRAINLNG LABORATORY (FrL)
INSTITUTE FOR APPLIED BEHAVIORAL SCIENCE
Associated with the national Education Association (NEA)

11)6



Valdimir A. Dupre, President
National. Training Laboratory
Institute for Applied Behavioral Science
1201 Sixteenth Street, N.W.
Washington, D.C. 20036

(202) 833-4345

NATIONAL UNIVERSITY EXTENSION ASSOCIATION (NUEA)

Robert J. Pitchell, Executive Director
National University Extension Association
National Center for Higher Education
Suite 360
One Dumont Circle, U.W.
Washington, D.C. 20036

(202) 659-3220

PUBLIC BROADCASTING SERVICE (PBS)
Financed by the Corporation for Publi.! Broadcasting (CPR)

Hartford Gunn, Jr., President
Public Broadcasting Service
955 L'Enfant Plaza North, S.W.
Washington, D.C. 20024

(202) 484-9500

SOCIETY FOR PUBLIC HEALTH EDUCATORS, INC. (SOPHE)
Affiliated with the International Union for Health Education CRTFIF1,

through organizational membership in the American National Council

for Health Education of the Public, Inc. ONT)

James P. Lovegren, Administrative Secretary
Society of Public Health Educators, Inc.
!barn 408

655 Sutter Street
San Francisco, California 94102

(415) 673-7267

UNITED BUSrESS SCHOOLS ASSOCIATION (UBSA)

Richard A. Fulton, Executive Director
United Business Schools Association
1730 M Street, N.W.
Washington, D.C. 20036

(202) 659-2460
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Employee No.
201.

Code No.

INSTRUCTORS TIME AND ATTEN. DANCE REPORT

INSTRUCTOR CLASS

WITH 19

ADDRESS PHONE NUMBER

PRESENT NO. RECEIVING
ENROLLMENT INSTRUCTION HOURS OF

DAY DATE M 4 INSTRUCTION MARKS

1

1

4

4

Reports are due in Coorainafors' TOTAL HOURS CLA1MFD

office at end of each calendar
month, Public Schools Administration SIGNATURE

Building
APPROVED
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INSTRUCTOR

miss ROS'In

Adult Basic Education

MAR=
NAME CV MASS

SCHOCE,

MS

205

ROOM # TIME

NAME
1 !WE or
1 NATIONALITY

OCMMENTS
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209.

STUDENT INFORMATION SHEET
ADULT BASIC EDUCATION

NAME

ADDRESS

*
* TEACHER
*
* SCHOOL

TELEPHONE

*
* DATE TO BEGIN

BIRTHDAIE

PLACE OF BIRTH

*

SEX * GRADE LEVEL PITT:
*

* I II
*

RACE U.S. CITIZEN? * GRADUATED

III

*
KNRITAL

Married Single Divorced
*****************************************

HEAD OF HOUSEHOLD? Yes No

TOWN & STATE WHERE ATTENDED SCHOOL LnST

HIGHMTGRADE COMPLETED

FAMILY INCOME: Hourly

CHILDREN

OCCUPATION

Weekly

YEAR

EMPIDYER

BIRTHDAIE

Yearly

GRADE IN SCHOOL

OTHER ADULTS IN HCME RELATIONSHIP OCCUPATION HIGHEST GRADE COMP.

HOW DID YOU LEARN ABOUT A.B.E.?
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A TEACHER'S SELF APPRAISAL

ArlIDSPHEPE FOR LEARNING

229.

Do I know the names of my students?
Do my students experience a feeling of being welcome?
Is there a genuine feeling of cooperation between teacher and student?

Is the classroom attractive, well lighted and comfortable?
Are the students properly grouped according to learning levels?

Do I keep all of the students busy all of the time?
Do I create an atmosphere that "We are going to learn somethdrigwrath-

while in class?

IMAGE OF THE 'MUER

Am I interested in each individual student's needs and responses?
Do I speak clearly and distinctly?
Is my classroom appearance pleasing?
Do I smile?
Do I earn the respect of my students?
Do I make learning an exciting experience?
Am I on time for my classes?
Do I radiate enthusiasm?
Do I really enjoy teaching adults?
How do I endeavor to make myself a more effective teacher?

l'EACHTIG PRCCIDURES

Do I prepare a detailed lesson plan for each lesson?
Do I provide special lesson materials to meet individual learning
differences?
Am I versatile in the use of teaching devices? (Flash cards, charts, etc.)

Do I make full use of instructional aids? (audio visual, programmed
materials)?
Is imaginatirn exercised in developing lesson materials?
Is there an element of surprise in every lesson?

PSY0i0IDGY OF !TPROACH

Do I treat my stunents as adults?
What efforts do I make to motivate the student's learning?
Is three-way communication encouraged? (Teacher - student; student-teaCher;

student-student)
Do I develop an attitude of supportiveness in the learning process?
Do the stele is share in identifying and developing goals?
Do I utilize every opportunity to praise and commend students?

glIJDEIT REr&NTION

What percentage of tlic active enrollment is present at each session?
What percentage of students who originally registered is reflected in the
present active enrollment?
Do I know why students have dropped out?
Do I fella,: up absentees?

what devio:s do I use to stimulate attendance?
Jo I recognize and try to danger signals of potential drop-outs?



230.

CHARACTERISTICS OF A GOOD ADULT BASIC EDUCATION TEACHEP

* A good teacher of Basic Adult Education develop3 a feeling of the
individual's work and dignity.

* He ?rovides the student with a reason to return to the next class.
* He is flexible, both in self and in the grogram.
* He has the personal strength, justifiable confidence in his own

abilities.
* He should have the ability to communicate with students at the proper

levels, as equals.
* He has interest in helping pupils to help themselves.
* He has respect for the pupils as individuals.
* He should be available (open) for students' auestions.
* He should reflect and/or spotlight self-esteem, of students.
* His attire should be suitable, (Not extreme)
* He is adaptable in classroom arrangements and personal relationships

at varying degrees of achievement.
* His interest should be so apparent that it can be immediately

reoognized by the students.
* He is sensitive to and understands the individual needs of the

students, intellectually, socially and emotionally.
* He should recognize the worth of eadh individual student and be patient.
* He learns to know the students and learns their problems.
* He should have knowledge of social agencies.
* He should be capable of setting an easy classroom atmosphere.
* He should be able to keep good records.

Intellectually, a good A.B.E. teacher should have the ability to do the

following things:

* Explain
* Help the student define his goals (which includes a

subjective and objective evaluation by the student).
* Be creative
* Be original
* Be resourceful
* Exercise good judgment quickly
* Be elect.

: Accept criticism
Give tests

* Be understanding
: Recognize them as adults
Help students "save face"

Other characteristics of the Adult Basic Education teacher are these:

* Sociability
* A sense of humor
* Enthusiasm
* Salesmanship concerning the program
* Patience
* Self-control
* Empathy
* Praise (as a reward)
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A MP CHECK FOR TEACHEFS

Have I sought to learn as much as possible
about each adult in my class?

Am I teaching because I really enjoy working
with adult students rather than because I am
most interested ia the added income?

Do I plan the class work BEFORE coming to
class?

Have I recognized individual differences
among the adults in my class?

Have I determined the particular needs of
the students in my class?

Am I patient slim students are slow to learn?

When I have ten or fifteen minutes left in a
class period, do I use it for classwork
rather than pass the time by entertaining
the students?

Pat I teaching the subjects that are needed
in the particular level, or do I overlook
same areas same weeks?

Am I checking on absentees?

Am I keeping good records?

Am I fair in my division of time among the groups
in ray roan?

Am I using the available materials to the
best advantage?

Pnli. preparing teacher-made material for
ny classes?

Am I using omnunity resources in my class?

Am I allowing those adults who can contribute
toward the learning to take part?

Am I able to accept a criticism which an adult
student might made?

Do I give a great deal of individual help- -
going to the student's desk?

Am I urging my students to tell others
about the ABE Program?

185
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SELF-ANALYSIS INSTRUMENT FOR PERSONNFI
INVOLVED LTV ADULT BASIC EDUCATION PROJECTS 232.

PURPOSE: The purpose of this instrument is to help you take an objective
look at your A.B.E. program by responding frankly to the items
which appear below.

DESIGN: !1 questions and statements that you are asked to respond to
below reflect many concepts. Not all of these may be desirable
or possible in this particular A.B.E. program. Therefore,
please respond with the answer which you believe best fits the
situation that exists here. The Visiting Team- -prior to its
arrivalwill be familiarized with a compilation of the
responses and reactions to this instrument by the entire local
A.B.E. staff. Their discussions with you will be based on
the correlation between the responses in this questionnaire
and the observed program.

DIRECTIONS: Responses to the items listed should be checked at the right
of the pagd in the appmccriate column. If you wish to
comment on any of the items, there is space provided at the
end of each section. Please respond to all items.

CHECK ONE: / Teacher /-77 Aide /77 Counselor

/ Director /-77 Other (Specify)

PM' A CLLMAIE EDR ADULT LEARNING

1. Physical facilities are comfortable for
adults and conducive to a student-centered
program.

2. Clusters of students arrive early and
stay late.

3. Students are given a voice in shaping the
curriculum and the future direction of
this program.

4. Planned approaches are used from time
to time to get straightforward feed-
back from students as to how they feel
about the program.

5. Classroom climate is relaxed, friendly
and non-threatening.

186

RESPONSES
IDONT

YES NO LIMITED KNON



6. Appropriate diagnostic materials and
techniques are being used to pinpoint
the reading and math weaknesses of every
adult learner.

7. Students are properly grouped according to
learning levels.

8. Students are actively involved most of
the time in the learning process.

9. Are teacher aides presently employed in
your classroom (s)?

10. Teacher aides are being used to best
advantage in your classroom (s).

11 An adequate variety of learning tools-
both software and hardware--is being used
in the adult classrooms.

12. Proper emphasis is being given to the life-
coping skills--anstner education, nutri-
tion and health information, discussion of
current issues, and community services
available.

13. Students' birthdays, anniversaries, etc.,
are recognized and seasonal social
functions are treated as an integral cart

of the program.

14. Students are informed of civic and

school activities which relate to than
and their children.

233

RESPONSES
I DoN'T

YES NO LIMITED Mal

Camments on 1-14 - Part A. Please indicate which item you are commenting

on.

if
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PART B - INTERNAL MANAGEMENT

1. The A.B.E. Team has formulated clearly
defined goals and objectives for this
program.

2. A master plan exists for identifying
and recruiting the A.B.E. target
population.

3. There is an intake interview before
a new enrollee is assigned to a
class.

23S.

RESPONSES
I DO 7'T

YES NO LIPtria) iC114

4. Records are kept in d separate folder for
every student.

5. There is a definite plan for cambating
student absentePism and encouraging
than to strive toward regular attendance

6. A communication system is functioning
here which enables the entire A.B.E.
Team to air and resolve concerns and
problems related to individual students
and/or the overall well-being of this
program.

7. A concerted effort is made to follow-up
on dropouts to ascertain reasons for
leaving.

8. Adult students enrolled here are receiving
the guidance and counseling services
they need.

9. Students who are impeded in their
learning by physical disabilities,
emotional and personal problems,etc.,
are identified and referred to agencies
that are veered to help them.

10. An adequate testing program is operating
to objectively measure the progress of
every student, as well as the overall
effectiveness of this A.D.E. Center.
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There is evidence of a well conceived
administrative plan for managing the
long-range direction and growth of this
program, rather than, a day-to-day and/or
crisis -to- crisis" operational pIciLdure

236.

RESPONSES
I DON'T

YES NO LMAITED KNOW

Ccurents on 1-11 - Part B. Please indicate which item you are oxtrealing
on.



237..

PAR2 C - UNITY 1 LVFMENT AMID LINKAGES WITH SUPPOFIZVE 11GENCIES

RFSPO:SEG

L. There is "grass roots" interest and suort
for this A.B.E. Center as evidenced by class
visitation (s) b" the u erilctendent of
Schools, School board Wither (s) , nrnber (s)
of the Local Aciv :sory Conrest'e and other
key people from the cxxiit zity.

2. An active Local A.B.E. Advisory Can i ittee
has met durL the current schol year at
periodic intervals.

3. A syncizz sized and on -going approach exists
for gaining public visibility --via news
releases, radio nr tmvements, flyers, etc.
for this program.

4. Volunteer helpers fran the camnmity are
now assisting at this A.B.E. Center.

5. This z gram has received supplementary hard
cash during this school year fran other
sources, exclusive of the funds received
fran the State A.B.E. Office.

6. Outside resource pile - -st h as lawyers,
nutritionists, local officials, etc.--
have been invited and appeared at your
program during the stool year for
presentations and discussions relevant
to your st. itB.

7. Idnkages have been estabL'.shed by this
A.B.E. Center with other agencies and pro-
grams- -for example, Dtplcynent Security
Office, Manpower Training Programs, State
and Local Health and Welfare Agencies, etc
that can provide suppo =tive services to your
needy students.
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238.

Comments on 1-7 - Part C. Please indicate which it you arc commenting
on.



239.

PART D -PROFESSIONAL DEVELOPMENT RESPONSES

YES NO LIMITED I DON'T
KNOW

1 There is an on-going local in-service training
program for the staff.

2. I have participated in statewide workshops for
A.B.E.-E.S.L. staff.

3. i am a member of at least one professional
Adult Education association--such as NAPAC
(National Association For Public Continuting
and Adult Education), A.E.A. (Adult Education
Association).

4. I have attended a summer institute for teachers
and supervisors of A.B.E. and E.S.L.

5. Regular staff meetings are held for A.B.E. staff

6. I know the members of the Advisory COmmittee
and have attended some of the meetings.

7. I subscribe to at least one periodical which
deals mainly with Adult Education.

8. This A.B.E. Center is an institutional member
of a professional Adult Education Association

9. I have observed other classes in A.B.E. and haw!
been observed myself--followed by discussion with
the person(s) who observed me.

Comments on 1-9 - Part D. Please indicate which item you are commenting on.
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240.

PAPT E -STRENGTHS AND WEAKNESSES

Please list below what you believe are the five strongest points or
features of this A.B.E. program.

(1)

(2)

(3)

(4)

(5)

Please list below what you believe are the five aspects of your program
which need to be improved.

(1)

(2)

(3)

(4)

(5)



APPENDIX VI

CURRICULAR MATERIALS

FOR

A. B. E.
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243.

Listed below, alphabetically by publisher are a number of materials

presently available for A.B.E. programming. Please remember that this

is by all means only a partial list and is in no way intended to include

all of the A.B.E. materials available on today's market. The list vas

prepared merely as a guide for your convenience and does not necessarily

imply complete endorsement of the listed materials. All prices mated

below are subject to change by the publishers without prior notice.

PUBLISHER TITIE PRICE

ABT ASSOCIATES, INC.
55 Wheeler Street
Cambridge, Massachusetts
02138

Games Fbr Learning - by Clark C. Abt
Occasional Paper #7 S .?

ABINGDON PRESS
201 Eighth Avenue, South
Nashville, Tennessee
37202

Helping People Learn English (revised) 2.50
A Workbook in Language Teaching 2.25
(with special reference to English as a
foreign language)

Supplementary Lessons In American Fhglish .50

For Advanced Students
ADULT LITERACY PROGRAM
294 Cedar Street
New Haven, Connecticut
06519

Lessons for Literacy Classes
(1) Beginning level
(2) Intermediate level
(3) Advanced level
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PUBLISHERS

ALLIED EDUCATION COUNCIL
P. 0. Box 78
Gallen, Michigan
49113

AMERICAN EDUCATICN
Education Center
Columbus, Ohio
43216

TITLE PRICE

24A

The Mott Basic Language Skills Program
Series 300 Basic Numbers and Haney $ 1.75

300ABasic Language Skills 1.55
300BBasic Language Skills 1.75

Teachers Manual 2.00
Series 600 Teachers Manual 2.00

600A Basic Language Skills 2.25
600B Basic Language Skills 2.25

Series 900 Teachers Manual 2.00
900A Basic Language Skills 1.95
9008 Basic Language Skills 1.95

Series 1500 Teachers Manual 2.00
Teaching Adults to Read 1.55

Series 1300 A Head Start Fbr Reading 1.25
Teaching Manual 2.00

Books (Reading Level Grades 1-3) 1.40 to )
(Reading Level Grades 4-6) 2.25 )

Career Education Vbc/Itch Series . .

Semi-Programmed Series (Basic Language Skills)
Book 1 1.40
Book 2 1.75
Book 3 1.95

Student Workbook for Sound and Structure 1.75
(Phonetics)

Unifon Clod Book Series . ?

(Multi-Sensory English, Isomorphic Encoding)
Placement Guide and Answer Sheet 2.50 per 25
Word Attack Skills-Book 160 1.75
Word Bank 2.05

PUBLICATIONS

Weekly Newspaper "You and Your Wbrld"
(10 or more copies-30 issues)
"Know About Drugs"

1.50 per student"

(minimum order is 10- Teacher's Guide free) .35 eoch
Taking A Stand )Sane rea. as above
Our Polluted Wbrld ) .35 each
Amazing Adventures (Real Stories of Danger and

Daring) .75

Champions All (12 stories of Famous Sports
Heroes) .75

LIBRARYAMERICAN INSTITUTES FOR
710 Chatham Center
Pittsburg, Pennsylvania
15219

ON.

Handbook of Procedures For The Design
of Instruction
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PUBLISHER:3

AMMO SCHOOL PUBLICATIONS, INC.
Box 315
Canal Street Station
New York, New York
10013

TITLE

245.

Pplcr

Reviewing Preliminary Mathematics
Review Guide $ 1.35
Review Text 1.80

Ninth Year Mathematics Review Guide 1.35
Review Texts:

French First Year, Spanish First Year ea. 1.25
General Sciences 1.30
American History 1.55
U.S. History 1.55
Life Science 1.40
English Language Arts 1.75

(S4addaoldk Edition) 1.90
Adventures With Wbrds (Book 1) 1.35

(Book 2) 1.40
ESsentialc of English (Workbook Edition) 1.79
librds At Work 1.30
More Powerful Reading 1.75
Reading, Spelling, Vocabulary and Pronunciation-

Books 1, 2, 3 1.35
Books 1,2, 3 Workbook Edition . ?

Action Stories of Yesterday and Tbday 1.35
Stories That Live (6th Grade Level) . ?

Guide to Typewriting .95
The Scarlet Letter .70

The Return of the Native .80

English Language Arts (Intermediate Level) 1.65
Reading Comprehension (Workbook and Tests) 1.25

APP LEMW-CENTURY CROFTS
Division of Meredith Corporation
440 Park Avenue, South
New York, New York
10016

New Century Basic College English (Access Method)
(COmplete Series) with achievement tests

Programmed Vocabulary
Effective Reading for College Students

(A text workbook)

Programmed Math Reviews (Series of 5 Books)
Basic Mathematics (A Programmed introduction)
Improving Reading Ability
Countdown to Successful Reading

ARIZONA STATE UNIVERSITY
School of Education
Tempe, Arizona
85281

Adult Basic Education Reading Institute
Author: John L. Edwards, Director

198



PUBLISHER

ARCO PUBLISHING COMPANY, INC.
219 Park Avenue, South
New York, New York
10003

TITLE PRICE

246.

Preliminary Practice for the High School
Equivalency Diploma Test $ 4.00
High School Equivalency Diploma Tests 4.00
Beginning Office Worker 4.00
Scoring High on Reading Tests 4.00
Vocabulary, Spelling and Grammar Mast

Tutor) 2.00
Preliminary Arithmetic for the High School
Equivalency Diploma Test 3.00
GED High School Equivalency Diploma Tests

(Secondary Level) 4.00
Learning to Use Our Language 2.50
Triple Your Reading Speed 3.00
Practice for the Armed Forces Test 3.00

BARICLL Lon, LTD.
111 South Centre Avenue
Rockville Centre, New York
11570

Specific Skill Series
Wbrking with Sounds Book A
Following Directions Book B
Getting The Facts Book C
Locating the Answer Book D
Using The Context Book E

each .89

Drawing Conclusions each .89

Books B through F per 100 1.50
Worksheets

Getting The Main Idea each .89

Books B through E
Wbrksheets per 100 1.50

(Answer sheets for above) each .10

Picto-Cabulary Series
(Series - 36 books only) 54.00

They Gave Their Names (Etymology) . ?

BARRON'S EDUCATIONAL SERIES, INC.
113 Crossways Park Drive
Woodbury, New York
11797

How to Prepare For The High School Equivalency
Examination 3.95

How To Prepare For The High School Equivalency
Examination Reading Interpretation 4.95

Spelling Your Way To Success 1.25
1001 Pitfalls in English Grammar 1.95
High School Equivalency Examinations

Social Studies, Science, Literature (Set of 3)
10.00

Grammar, Usage, Spelling, Vocabulary and
Mathematics.
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PUBLISHER

BEHAVIORAL RESEARCH LABCRATORIES
Ladera Professional Center
Box 557
Palo Alto, California
94300

CHANNING L.
45 Federal
Green2ield,
01301

TITLE

247.

PRICE

Programed Reading Series I and II each $ 1.49
Books 1 through 8

Teachers Manual
Tests
Programmed Consumer Mathematics per set

Books 1 through 7
Programmed Introduction to American Government

Books - Volune I and II each
Programmed: U.S. Constitution kit
Teachers Manuals for above each
Test Booklets for above each
Basic Mathematics: Artoblem Solving Approach

Books 2 through 5 and Teachers Manual
First Aid by Johnson & Joihnson

BETE COMPANY, INC.
Street
Massachusetts

. 99

.49

12.98

3.67

3.81
.99

.49

. ?

. ?

3.95

Scriptographic Study Booklets each 1.00
What Everyone Should Know About Law

Scriptographic Fact Booklets each .25

The ABC's of Credit
The ABC's of Home Financing
The ABC's of Life Insurance
About Baby Sitting
Hare Fire Prevention Check List
How To Buy A Home
Social Security And You
32Ideas Tb Improve Your Home
What Everyone Should Know About Checking Accounts

BOARD OF EDUCATION - CITY OF NEW YORK
110 Livingston Street
Brooklyn, New York
11200

Teaching English as a New Language To Adults
Conducting A Program Of Basic Education with

Adults
Resource Materials in Civil Education for

Adult Elementary Classes
BOOBS-MERRILL COMPANY
4300 West 62nd Street
Indianapolis, Inciana
46200

I Learn To Write
Learn Manuscript Writing

OF THE CITY UNIVERSITYBRONX COMMUNITY CO
OF NEW YORK
120 Fast 184th Street
Bronx, New York

10468

an

Reaching Out In the Bronx

o o

1.50

1.00

.50

.40

1.00



PUBLISHER

248.

TITLE PRICE

CALIFORNIA TEST BUREAU
A Division of McGraw-Hill
Del Monte Research Park
Monterey, California
93940 Lessons for Self-Instruction in Basic Skills $ 1.00

Series CD Following Directions
Series C Addition
Series CD Punctuation
Series EFG Reading Interpretation I
Tests of ABE, Level E, Form I and Manual 5.00

CAMBRIDGE BOOK COMPANY
488 Madison Avenue
New York, New York
10022

Arithmetic - ABE Series Books 1 through 4 1.91 each

Basic Skills in Grammar .89

Reading ABE Series Books 1 through 4 1.43 each

Reading for Comprehension Books I and II 1.05 each

Spelling 1.05

Better and Faster Reading 1.72

Increase Your Vocabulary Books I and II .89 each
Mathematics, A Basic Course - Books I and II 1.91 each
Work -A-Text in English -Books I and II 1.91 each

General Mathematics Ability 2.35

We Hold These Truths - U.S. Documentary 1.59

Pre GED Program:
Introduction TO English 2.31

Introduction Tb Arithmetic 2.36

Introduction TO Reading 2.36

Teachers Guide 1.59

GED Book Of Basic Science 3.74

Economics For Today 2.23

CAMBRIDGE AND SOMERVILLE LEGAL SERVICES, INC.
235 Broadway at Windsor
Cambridge, Mass.
02139

BUYERS GUIDE TO TEE LAW
Contracts and Consumer Frauds 1.00 each
Creditor's Limitations and Helping Agencies
(available 11-25 .)opies @.90 50-100 copies @704

25-50 copies @.80 100-500 copies @600
CASCADE PACIFIC BOOKS
5448 47th Street, S.W.
Seattle,Washington
98100

Beginning English For Men & Women Parts 1 & 2
CENTRE EDUCATIF ET CULTUREL, INC.
8101 Boul
Aetropo itain, Anjou
rbntreal 5, Quebec

Series 203
English Conversation for. Canadian Students
Books 1 through 6 (through Table 100)

English Conversation for Canadian Students
Wbrkbooks 1 through 4 (through Table 100)

Teachers Manual

tiVt

1.41 each

2.00 each

1.20 each

1.00



PUBLISHER TITLE PRICE'

CEWER FOR INFORMATION a AMERICA
Washington, Connecticut
06793

249.

GRASS ROUTES GUIDES All available
Out State Legislatures as follows:
Public Authorities 1- copies .35 each
Public Office at the Local Level

10-49 copies .20 each
Lobbying 50-249 copies .15 each
The Fundamentals of Freedom 250-499 copies .12 each
Community Action Group subscrip-
The Electoral College tions:
The Citizen and Political Parties 10-49 1.25 per year
The Employer-Employee Relationship 50 or more

1.15 per yea':
Watchdogs of the National Eoonomv
The Right To Vote
Money in the United States
Consumer's Primer on Money
Corporations and Social Problems: what's the Involvement?
The President's Commissions
The 91st Congress and Its Committees
The 92nd Congress and Its Committees
U. S. Defense Commitments
Presidential Disability and Succession

VITAL ISSUES
Bad Rural Housing and Teacher's Guide
Vocational Training and Teacher's Guide
Manpower Programs and Teacher's Guide
Our Human Resources and Teacher's Guide
Haw We Elect Our Presidents and Teacher's Guide

COLLEGE ENTRANCE BOOK COMPANY
104 Fifth Avenue
New York, New York
10011

Vitalized General Science 1.00
CONIES EDUCATIONAL BOOKS, INC.

Haw To Pass High School Equivalency Exam 3.55
Interpretation of Reading Materials in:

Social Studies 2.22
Literary Materials 2.22
Natural Sciences 2.22

Guide to Careers and Professions 2.96
Teacher's Guide to G.E.D. Program 1.50
Preparation for G.E.D. 3.34
Correctness and Effectiveness of Expression 2.22

ARTEUR C. CROFT PL:TJCATIONS
New London, Connecticut
06320

A Day With The Brown Family (Reader I) . ?

Reading Placement (Hare and Family Life Series) . ?
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25G.

PUI3T.LISHER TITLE PRICE

THOMAS Y. CROWELL CaIPPAW'
(The Institute of Modern Language:,, Inc.)
201 Park Avenue South
New York, New York
10003

Crowell Contemporary English Series:
Contemporary Spoken English I, II, III, IV, V 1.95 each
Contemporary Review I, II 1.95 edch
Review Exercises for English as a Secon(1 .

Language
DAUGHTERS OF THE AMERICAN REVOLUTION
(National Society)
AdmLnistration Building-1776 D Street, N.W.
Washington, D.C.
20006

DAR Manual for Citizenship . ?

DES MOINES AREA CCI4VNITY COLLEGE
2006 Ankeny Boulevard
Ankeny, Iowa
50021

Your Volunteer Program
DOUBLET AY AND COMPANY, INC.

GARDEN CITY
NEW YORK, NEW YORK
11530

Mathematics Made Simple
How To Prepare for and Pass High School

Equivalency Examination
THE ECONOMY COMPANY
5811 West Minnesota
Indianapolis, Indiana
46241

Guidebook To Better Reading
Teacher's Manual

(Free with 6 -)r more student's books)

EDUCATIONAL CENTER
2797 South 450 West
Bountiful, Utah
84010

TRI SERIES:
Wards with Three Syllables
Wards with Three Letters
Wards with Three Phonetic Units

EDUCATIONAL DEVELOPMENTAL LABORATORIES
P. 0. Box 356
Brookline, Massachusetts
02146

2.65

1.45

1.95

1.47
1.47

.60 each

Communications Skills Program
(Learning 100) for Class of twenty-five 1,203.75

EDUCATIONAL SERVICES
1702 K Street, N.W.
Washington. D.C.
20005

English Is A Foreign Language (Teacher's Manual) .75

0.," 0 3



PUBLISHETt TITLE PRICE

251

EDUCATIONAL. SYSTEMS CORPORATION
Suite 502
1717 Massachusetts Avenue, N.W.
Washington, D.C.
20036

Techniques On Reading Disability $ . ?

DUCAT RS PUBLISHING SERVICE, INC.
75 W,ulton Street
Cambridge, Massachusetts
02138

A Second Course in Phonic Reading
Book I 1.20

Teacher's Manual .60

Book II .90

Teacher's Manual .50

Martin Money's Minute Mysteries
Casebooks 1, 2, 3 .75 each

ENCYCLOPEDIA BRITANNICA PRESS
425 N. Michigan Avenue
Chicago, Illinois
60611

TEMAC Programmed Learning Materials:
Basic Mathematics (each level)

ENGLISH LANGUAGE SERVICE, INC.
550 Wilkins Court
Rockville, Maryland
20852

2.40

Intensive Course in English
Elementary (Parts I and II) 2.75 each

Teacher's Manual 2.75

Intermediate (Volume I) 1.6

Advanced 1 (Volume II) 1.65

Advanced 2 (Volume III) 1.65

Specialized Studies (Volume IV) 1.35

Instructor's Supplement .40

Transformational Grammar:
A Guide for Teachers 3.50

FEARON PUBLISHERS, INC.
2165 Park Boulevard
Palo Alto, California
94306

How TO Meet Individual Differences In
Teaching Arithmetic

Using Dollars and Sense
J. G. FERGUSON PUBLISHING CO.
6 N. Michigan Avenue
Chicago, Illinois
60602

You and Your Job Series
What Is It?
mere Is It?
How TO Get It
How TO Keep It
'there Do You Go Frau Here?

Instructor's Guide
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PUBLI SI IER TITLE

FIELD EDUCATIONAL PUBLICATIONS, INC.
396 Springfield Avenue (Subsidiary to Harr Wagner)
Berkeley Heights, N.J.
07922

252.

PRICE

Free To Read (A aide to Effective Reading) $ .

World of Ideas (A Guide To Effective Reading) . ?

THE FLORIDA STATE UNIVERSITY
Adult Education Research-Information Processing Center
Department of Adult Education
920 West College Avenue
Tallahassee, Florida
32306

Recruitment in Adult Basic Education 1.00

Starting Students Successfully in A.B.E. 1.00

Decision-making in the Plannina and Implementa-
tion of Instruction in Adult Basic Education 1.50

Psychological Factors in Adult Learning and
Instruction 1.50

The Role of the Paraprofessional in Adult
Basic Education 1.00

In-service Education in ABE 1.50
Physiological Factors in Adult Learning and

Instruction 1.50

Facilitating Learning Through The Use of
Supportive Services in ABE 1.00

Preventing Dropouts in ABE 1.00

Program EValuation in ABE 1.50

FOLLETT PUBLISHING COMPANY
1010 West Washington Boulevard
Chicago. Illinois
60607

Getting Started - Communications I 1.74

On The Way - Communications II 1.74

Figure It Out Book I .96

Book II 1.08

System For Success (Books 1 and 2) 2.49 each
Curriculum Development in ABE 1.60
Lemming Your Language Series (1 through 5

with manual) 4.20 set
Full Speed Ahead - Communications III 1.74

Evaluation Tools for Adult Education 1.50

Individual Reading Placement Inventory
nominees Kit-Code 2110 2.10

Accent/Consumer Education.
Knowing How TO Budget and Buy .87

Insuring Your Life, Income and Property .87

Understanding Consumer Credit .87

Accent/Family Finances:
Just Married .69

Accent/Personality:
You and They .69

You are Heredity and Environment .69
Accent/The World Of Wbrk:

Getting That Job .69
Keeping That Job .69

You And Your Occupation .69
You And Your Pay .69
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PUBLISHER

FOLLETT (continued)

253.

TITLE PRICF

Turner - Livingston Communications Series $

The Language You Speak .87

The Newspapers You Read .87

The Television You Watch .87

Turner - Livingston Reading Series:

The Family You Belong To .87

The Friends You Make .87

¶I Jobs You Get .87

The Money You Spend 87

The Person You Are .87

The Town You Live In
Basic Economic COncepts:
The Adventures of Primero Dinero .96

Vocational Reading Series:
The Delso Sisters, Beauticians 1.26

The Millers and Willie R-Butonnr, Baker,' chef
1.26

John Leverson, Auto Mechanic 1.26

Marie Perrone, Practical Nurse 1.26

Retail Salesclerk - Yardgoods 1.26

Instructors Books for each of Accent Series 1.50 each

Reading For A Purpose (Levels 0-4) 3.54

Teacher's Manual 4.50

Readina For A Viewpoint (Levels 5-8) 3.54

Teacher's Manual 4.50

Talking It Over (Teacher's Book) 3.75
SERIFS:

Techniques Used In The Teaching Of Readino-Tutor
. ?

Reading EValuation-Adult Diagnosis-REad . ?

Literacy Education Assistance For The Develop
ment of Educational Resources - Leader ?

FOREIGN SERVICE INSTITUTE PUBLICATIONS
Superintendent of Documents
U.S. C'vernment Printina Office
Washington, D.C.
20402 Adapting And Writing Language Lessons 3.25

JO} FRENCH AND ASSOCIATES
2333 Beverly Boulevard
Los Angeles, California
90057 Let's Speak English (Books 1, 2, 3) Level A

Teacher's Manual for Bock 1
GARRARD PUBLISHING COMPANY
Champaign, Illinois
61820 Dolch Supplemental Teaching Aids

GE2117T1 BOOKS

1649 Mintwood Place, N.w.
Washington, D.C.
20009 Structure Graded Readings In English:

Book 1
Book 2
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254

PUBLISHER

GENERAL LEARNING CORPORATION
CAREERS PROGRAM
250 James Street
Morristown, New Jersey
07960

TITLE pRia,

Career Education Resource Guide
Administration Manual and Tests for Complete
General Education Curriculum (Career
Advancement Programs) $ . ?

English Usage (1 through 20 and Tests)
Skillful Reading (1 through lland Tests)
Spelling (1 through 7 and Tests)
The Theory of Numbers (1 through 12 & Tests)
Understanding Literature (1 through 13

and tests)
Physics (1 through 12 and Tests)
Chemistry (1 through 5 and Tests)
Geometry (1 through 11 and Tests)
Basic Algebra (1 through 11 and Tests)
Social Studies (Lessons 1-21 and Tests)
Citizenship (1 through 4 and Tests)
Biology (1 through 16 and Tests)
Fundamentals of Physical Science

(1 through 11 and Tests)
Mathematics For Home & Business

(1 through 7 and Tests)
GIFTED TEACHERS BOOKS, INC.
P. 0. Box 83
Flossmcor, Illinois
60422 Photo-phonics I 1.60

"ohoto-phonics II 1.75

Photocabulary 2.10

GINN AND COMPANY
72 Fifth Avenue
New York, New York
10011 Help Yourself To Read, Write and Spell

(Books 1 and 2) 1.80 each
How A Bill Becomes Law .75

The Constitution .75

A Programmed Approach to Writing (Book 2) 2.34

Home Management Is 5.65
Consumer Education Series: 4.62 set
Dress Well For Little. Mbney (Book 1)
Refunds and Exchanges (Book 2)
Buying Appliances (Book 3)

What's Good Fc'rniture? (Book 4)
Be Sharp! Don't Be Cheated (Book 5)

Teacher's Manual .96

GOODHEART-WILCOX COMPANY, INC.
123 W. Taft Drive
South Holland, Illinois
60473

Basic Mathematics
Test Sheets

1.98

.25 set



PUBLISHER TITLE PRICE

GROLIER EDUCATIONAL CORPORATION
575 Lexington Avenue
New York, New York
10022

255

MODERN ENGLISH SERIES: Programmed S

Punctuation 8.50

Spelling Rules (I,II,III) 13.50

ELEMENTARY ARITHMETIC SERIES: Programmed
Addition and Subtraction Facts 11.00

Multiplication and Division Facts (I,II) 11.00

Fractions, Basic Concepts (I,II) 11.00

Decimal Numbers (I,II) 13.50

HARCOURT, BRACE, AND WORLD
757 Third Avenue
New York, New York
10017

A Programmed Course in Grammar and Usage:
English 2200-including tests 2.31

English 2600-including tests (Revised) 2.49

English 3200-including tests 2.97

Word Attadk-A, Way 'It) Better Reading 1.65

English Lessons For Adults:
A Basic Education Course - Books 1,2,3 .99 each

High School Certification Through G.E.D. Tests3.95

HARPER & ROW, PUBLISHERS
2500 Crawford Avenue
Evanston, Illinois
60201

The Magic of English
Text, Workbook and Teacher's Manual

HARR WAGNER PUBLISHING COMPANY
(parent to Field Enterprises Educational Corporation)
609 Mission Street
San Francisco, California
94105

Laugh and Learn Grammar 2.40

Language Is You
Book 1-Teacher's Edition .96

Book 2-Teacher's Edition 1.08

Book 3 .96

America's Story - Teacher's Edition 3.60

The Checkered Flag Series: 1.80 each

Bearcat
Riddles
Smash-Up
Wheels

The Deep Sea Adventure Series:
The Sea Hunt 1.65

Rocket Divers 1.80
The Morgan Bay Mysteries:
The Mystery of Morgan Castle 1.80

The Mystery of the Myrmidon's Journey 1.95
TM Reading Motivated Series: 2.25 each
Mysterious Swamp Rider
Secret of Lonesame Valley

Adventures of Apacheland
Desert Treasure

Teacher's Manuals for above Series .75 each

2,08



PUBLISHER

256.

TITLE PRICE

HAWTHORNE BOOKS, INC.
70 Fifth Avenue
New York, New York
10011

Haw To Avoid The Ten Biggest Home-Buying Traps $ 2.95

How To Get A Better Job ?

Haw To Make The Most Of Your Mbney 3.95

It's Fast' To Became A Citizen
D.C. HEATH AND COMPANY
475 South Dean Street
Englewood, New Jersey
07631 Teen-Age Tales (Books 1,3,5 and C with manuals) .?

English is Our Language (Teacher's Edition
HOLT, RINEHARD AND WINSTON, INC.
383 Madassin Avenue
New York, New York
10017 English (1 , II , III)

Adult Basic Education Series:

2.72 each

Primer:-Learning To Write 1.24

Life With The Lucketts 2.36

The Thomases Live Here 2.36

Get Your Money's Worth 2.64

Measure, Cut and Sew 2.96

Intermediate:
Arithmetic 2.72

American History 2.72

Introduction to Geography 2.80

Science 2.48

Basic Dictionary of American English 1.40

Impressions of the United States 2.64

Advanced:
High School Certification Through the

G.E.D. Tests 2.64

Principles of Geography 2.08

Fundamental Mathematics 2.72

Biological Science 2.64

Earth and Space Science 2.48

Physical Science 2.48

You And The Law 2.48

HOUGHTON MIFFLIN COMPANY
53 West 43rd Street
New York, New York
10036

Troubleshooter -A Program in Basic English
Skills (Books 1-7) 4.80 set

Teacher's Edition .93

Class Answer Book .90

Duplicating Masters 11.55

Justice in Urban America 4.95 set

Law And The City 1.20

Youth And The Law .99

Crime And Justice .99



PUBLISHER

Houghton Mifflin (continued)

HOUSEHOLD FINANCE CORP.
Prudential Plaza
Chicago, Illinois
60601

TITLE

Law and The Consumer
Landlord and Tenant
Poverty and Welfare
Teacher's Guide

Action Series:
Encounters
Forces
Crosscurrents
Challenges
Teacher's Guide

Reading Practice
Modern Mathematics For Achievement

ppIcF 257.

$ .99

. 99

. 99

1.20

Books 1 through 8
Teacher's Guide with answers to

Progress Tests

Money Management Program: (Booklets)

Your Budget
Your Savings and Investment Dollar
Your Automobile Dollar
Your Clothing Dollar
Your Food Dollar

DR. MELVIN HOWARDS
CENI'ER FOR EDUCATIONAL DEVELOPMENT

Northeastern University
Boston, Nasspchusetts 02115

Pead Your Way Up-Student Guidebook

IMPACT PUBLICATIONS
60 West Street
Keene, New Hampshire
03431 Issues In New Hampshire Government

INSTITUTE OF LIFE INSURANCE
277 Park Avenue
New York, New York
10017

Making The

INSTITUTE OF MODERN LANGUAGES, INC.
Publications Division
2129 S. Street N.W.
Washington, D.C.
20008

1.50
1.50
1.50
1.50
2.10
1.05
(Course T)

3.90 set
. 84 each

. 33

.25 each

2.00

Free to adult educators
up to 100 copies.

Most Of Your Money Secondary teachers may
order maxium of 25 copies.

Situational Reinforcement Nucleus Course in

English (Text 100)

Workbook (loam
Tape Book

Situational Reinforcement Orientation in
American English II (Text 102)
American English III (Text 103)
Teacher's Manual (001)

Orientation in American English
Level III-Reader 102C
Level IV
Level V

210
Schools and Universities

1.45
.90
.90

1.65
1.65
3.00

1.20
1.65

1.65
1.45
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PUBLISHER TITLE PRICE

KLEVMS PUBLICATIONS
6500 Klevin Avenue
Canoga Park, California
91306

Materials and Methods in Adult Education $ . ?
LUDLOW MUMPS PUBLISHING COMPANY
A Division of Doubleday
Thatcher and Madison
River Forest, Illinois
60305

Lennes Essentials of Arithmetic (Books 3&5) .96 each
Spectrum Mathematics Series:

Level 3 (Red Book) 1.29
Level 4 (Orange Book) 1.29
Level 5 (Yellow Book) 1.29
Level 6 ( Green Book) 1.29
Level 7 (Blue Book) 1.44
Level 8 (Purple Book) 1.44

Study Exercises For Developing Reading Skills
Books A,B,C,D .54 each
Answer Books .21 each

LANGUAGE RESEARCH INCORPORATED
13 Kirkland Street
Cambridge, Massachusetts
02116 A First Wbrkbook of English . ?

A Second Wbrkbook of English . ?

English Through Pictures (C75 and W4) . ?
LATIN AMERICAN INSTITUTE PRESS, INC.
200 Park Avenue, South
New York, New York
10003 Direct English Conversation For Foreign Students. ?

Books 1 and 2
English Step By Step With Pictures ?

LEARNING TECHNOLOGY INCORPORATED
182 Washington Avenue
Albany, New York
12210

High School auivalency-A Self Teaching Program
to prepare you to pass the Equivalency Examination.
Book 1-Reading Materials
Book 2-Correctness and Effectiveness

of Expression
Book 3-Mathematics, Part 1
Book 4- Mathematics, Part 2

Available in Sets 1-4 sets 27.50 each
5-9 sets 23.70 each

10-49 sets 22.50 each
L1N0000 CORPORATION 50-99 sets 20.50
1043 Coast Boulevard South
LaJolla, California
92037

AMicrowave Course in English as A Second
Language (for Mexican-American Migrants) 4.75



259.

PUBLISHER TITLE PRICE

J. B. LIPPINCOT COMPANY
East Washington Square
Philadelphia, Pennsylvania
19105 Phonics Guide to Basic Reading (First Level) $ .

LITTON EDUCATIONAL PUBLISHING, INC.
American Book Ca' pany
New York, New Yor%

Apprendamos Inglis, Libro I (Let's Learn English).
(PorMexican-Americans)

LYONS AND CHARNAHAN, INC.
407 East 25th Street
Chicago, Illinois
60616

Phonics We Use (Books B and C)
MACMILLAN COMPANY
60 Fifth Avenue (School Division-
New York, New York 866 Third Avenue)
15J22 English 900-A Basic Course

Test Books 1-6
WOrkbooks 1-6
Teacher's Manual

English This Way
Text Books 1-12
Teacher's Manual

New Streamlined English Series:
Skill Book 3 City Living

In The Valley
Going Forward
A Door Opens

Vocabulary Development (Books 1-6)
Gateway Engligh (A literature and language

Arts Proyiam)
A Family Is A Way Of Feeling
Coping
Who Am I
Stories in Song and Verse
Teacher's Manual

The Key To English Series
Letter Writing
Nouns
Verbs
Prepositions I

English Grammar Exercises 1,2,3
Drills and Exercises in Pronunciation

Consonents and Vowels
Stress and Intonation (Parts I and II)

Improve Your Writing For Job Success
Supplementary Reading:

The Black Tulip
Buffalo Bill

TL. Aitchell Family
Murder Now and Then

Three Detective Stories The
Four Short Mysteries The
The Island of Truth The
Stories To Surprise You The

(The above books available
60G to 75G each)

212

.7

.69 each

.99

.60

1.35

each
each

1.08 each
1.35

1.32
1.32
1.04
1.36
1.02 each

1.05
1.02
1.05
.99

2.25

.66

.66

.75

.66

1.05 each

1.89
1.89 each

Presidency in Conflict
Russells in Holiday Circle
Silver Elephant
Virginian
at prices from



PUBLISHER TITLE PRICE

MCGRAW-HILL BOOK COMPANY
330 West 42nd Street
New York, New York
10036

260.

English For Today Series - Teacher's Texts) $ 1.05 each
At Home and At School (Book I)
The brld We Live In (Book 2)

The Way We Live (Book 3)

Our Changing World (Pook 4)

Life in English-Speaking Countries (Book 5)
Literature in English (Book 6)

Programmed Reading Series For Adults (Sullivan)
Book 1 1.80
Book 2 1.53
Books 3 through 8 1.41 each
Teacher's Manual I 3.78

Teacher's Manual II 2.10
Programmed Math For Adults (Sullivan)

Teaching Skill Books 1 through 11 1.20 each
Step Up Your Reading Power (Books P through E) 1.47 each

Teacher's Manual .72

Let's Speak English (Books 1 through 6 7
. .

Testing English As A Second Language . .

New Practice Readers
Books A and B 1.11 each
Books C through G 1.20 each

Word Problem Books (1 through 8) .60 each
Instructor's Guide 5.73
instructor's Guide for Book 9 through 15 5.25

Foundation Mathematics (Third Edition) 1.80
Modern Algebra: Structure and Fiction 4.74

Book 1-Teacher's Edition
Book 2-Teacher's Edition 5.61

What Job For Me? Series: 1.20 each
Burt the Policeman
Carmen Thl; Beautician
Ginny the Office Assistant
Negro Doctor

City Limits Series: 1.44 each
Cry, Baby!
The Heist

The Everyreader Series: 1.02 each

Sherlock Holmes Greek anc: Roma Myths
King Arthur and His Knights Men of Iron
The Flamingo Feather The Call of the Wild
On Jungle Trails Juarez
The Robin Hood Stories A Tale of Tian Cities
The Trojan War The Count of Monte Cristo
The Gold Bug and Simon Bolivar
Other Stories Wild Animals I Have Known
Ben Hur Indian Paint
TO Have and To Hold Bob, Son of Battle
Ivanhoe

Reading Incentive Series: 2.94 each

Full Speed Ahead Mystery In The Sky
Swamp March To Climb A Mountain

Venus Bound Teacher's Guide 2.55
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PUBLISHER TITLE PRICE
McGRAW-HILL BOOK COMPANY (continued)

Reading Shelf Series $ .96 each
Marty/Printer's Measure
Ax
The Knife
Requiem for a Heavyweight
Short Stories by Edgar Allen Poe
The Year The Yankees Lost The Pennant
Anything Can Happen
Stories by Jesse Stuart
Ramblers, Gamblers and Lovers

Modern Geometry: Structure and Function 4.47

(Second Edition)
CHARLES E. MERRILL PUBLISHING COMPANY
1300 Alum Creek Drive
Columbus, Ohio
43216

Merrill Linguistic Readers: (Pefresher Program)
Book A 2.70
Books B and C 2.04 each
Book D 2.34

Teacher's Guide 2.50

Merrill Mainstream Books 1.34 each
Courage Under Fire
Against The Odds
They Were First
In New Directions
People Like You
Teacher's Manual .50

UNIVERSITY OF MICHIGAN PRESS
2039 University Avenue, S.E.
Minneapolis, Minnesota
55455

English Pattern Practices . ?

English Sentence Patterns ?

English Pronunciation . ?

Vocabulary in Context . ?

MONARCH PRESS, INC.
387 Park Avenue, South
New York, New York
10016

EDIA EDUCATIOltil, igig.c11°°

1 Level General Science 1.25

MULTIM
11 Nest 42nd Street
New York, New York
10036

Teaching Reading To The Untaught 2.77

NATIONAL UNIVERSITY EXTENSION ASSOCIATION
One duPont Circle
Washington, D.C.
20036

Family and Personal Development in Adult Basic
Education 2.95 each

10 to 49 copies 2.72 each

50 or more 2.60 each

1 214



PUBLISHER

NEW READER'S PRESS
P. O. Box 131
Syracuse, New York
13210 News For You (Weekly Newspaper in Easy Pnglish $

for Adults

B
A Edition (Reading levels 3rd & 4th grade)

Edition (Reading levels 4th & 5th grade)
1 5 copies .10 ea.wkly.
6 or more

Good Manners in the United States
.05 ea. y
.30

I Am One Of These .50
The Wbrld Of Wbrk 1.25
Everyday Reading and Writing
The New Streamlined English Series, Part II 3.95

Be Informed Series .75 each
Series 1 Personal Credit
Series 2 Buying An Auto
Series 3 Owning An Auto
Series 4 Buying A House
Series 5 Personal Insurance
Series 6 Renting A House
Series 7 Finding A Job
Series 8 Reading Your Newspaper
Series 9 Taxes
Series 10 Banking

NEWBURY HOUSE PUBLISHERS
68 Middle Road
Rowley, Massachusetts
01969 English I, A Basic Course for Adults

Learner's Book 1.25
Generative Grammar, Structural Linguistics

and Language Teaching By Dr. Karl Diller 3.95
THE NEW YORK TIMES
College and School Service
229 West 43rd Street
New York, New York
10036

School Weekly . ?
Curriculum Aids Pamphlets . ?

Get More Out Of Your Newspaper
English Classes
New Social Studies
Distributive Education
Problems of Democracy Courses
The Crowded Curriculum
Eighth Grade Urban Affairs Classes
Introduction TO A Good Reading Habit

NOBLE AND NOBLE PUBLISHERS, INC.
750 Third Avenue
New York, New York
10017 Operation Alphabet I 2.00

Operation Alphabet II-Part 1 2.50
-Part II 2.50

11
Teacher's GOides 2.00 each

From Wbrds To Stories 2.12

TITLE PRICE

262
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PUBLISHER

NOBLE AND NOBLE (continued)

263

TITLE PRICE

Your Family And Your Job $ 2.12
How We Live 2.64
Live and Learn 2.64
Everyday English and Basic Word List 1.28
Write Your Own Letters 1.08

Haw To Become A U.S. Citizen 1.08

Write It In 1.36
Land Labor Management

OXFORD BOCK COMPANY
387 Park Avenue, Scuth
New York, New York
10016 First Book In American English 1.25

How TO Be A Wise Consumer 1.25
Unit Lessons in Vital English 1.00

PETERSON SYSTEM, INC.
Greensburg, Pennsylvania
15601

Handwriting Legibility Kit -Student .49

POCKET BOOKS, INC.
Educational Division
630 Fifth Avenue
New York, New York
10020 English Through Pictures - Book 1, Book 2 .45 each
PR TICE- FAIL, INC.
New Jersey
07632

Be A Better Reader Series
Books I througn IV

Mastering American English
. ?

Reading Inprmwent EXercises For Students of
English As A Second Language . ?

Adult Education Series:
How Tb Train Teechers TO Train Adults . ?

Teaching REading TO The Disadvantaged Adult
Guide Tb Adult Education Counseling . ?

Developing Successful Community Assistance
Programs . ?

PROCTER 6 GAMBLE COMPANY
Free Teaching Aids 1972-73
P. O. Box 14009
Cincinnait, Ohio
45214

Teaching Aids: (Leaflets)
Home Care "Let's Clean House
Foods "Fats and Oils", "Cake Selection"
Laundering "Lots About Laundering"
Personal Groaning "Let's Concentrate On You"
Better Baking-Proper Frying

PRUETT PUBLISHING COMPANY
P. O. Box 1560
Boulder, Colorado
80302

FRFF

Mathematics In Living (Books 1 through 4) 2.00 each
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PUBLISKIII TITLE

PSYCHOTECHNICS PRESS
105 West Adams Street
Chicago, Illinois
60603 Guidebook
PUBLIC AFFAIRS COMMITTEE, INC.
381 Park Avenue, South
New York, New York
10016

264

PRICE

for the Teaching of Reading $ 5.95

Current Pamphlets available as outlined:
(New Pamphlets available 1-9 copies
from time to time and 10-99 copies
older pamphlets dropped) 100-250 copies

251-500 copies
#302A How to Stretch Your Money #382 Buyer-BeWary
#317 Investing for Income and Security#348 k Guide to Consumer Credit
#360 How To Finance Your Home #465 Vitarins, Food. and Your Pealth
#464 How To Cope With Crises #466 Building a Marriage on TWc Alta
#468 Mates and Roammates (New Styles#469 %omen's Rights (Vnfinished

in young marriages) Business)
#470 Day Care for America's Children#471 Can He Avoid Economic Crises?
#472 Peptic Ulcer-The Quiet Epidemic#474 Sensitivity Tranigand
#475 Wbmen and Smoking Encounter Groups
#476 Talking to Preteenagers About Sex#472 Pornography-The Issues and

the Law

.25 each

.22 each

.20 each

.19 each

READER'S DIGEST SERVICES, INC.
Educational Division
Pleasantville, New York, New York
10570 English As A Second Language Books 1,2,3,6

Help Yourself to Improve Your Reading
Science Readers Series: (four becks)
Reading Skill Builders: (five books)
Grow In Wbrd Power
New Reading Skill Builder-Part II

Teacher's Manual
Supplementary Reading Rooks

Mystery of the Mbuntains
I Fell 18,000 Feet
Send For Red
A Race Tb Remember
First At The Finish
Valley of 10,000 Smokes

Teacher's Manual for above

.90 each

.90 each

.90 each

.90 each

.90

.90

.66

(Levels 1-12) .30 each
Guides to High Adventure
Second Chance
What's an The Moon
Santa Fe Traders
Men uhc Dare mbe Sea
Wbrkers in the Sky

.10 each
REGENTS PUBLICATIONS
Division of Simon & Schuster, Inc.
Educational Division
1 West 39th Street
New York, New York
10018 English As A Foreign Language Series:

Easy Reading Selections in English
Exercises in English Conversation
Beginning Lessons in English
Second Book in English
Everyday Dialogues in English
Graded Exercises in English
Practical Guide Tb The Teaching of English

as a Foreign Language

t

1.50
1.25
1.50

1.50
1.50
1.50

1.00



PUBLI:41111

REM= PUBLIGGIONS
(ocatinued)

FRANK E. RICHARD
324 First Street
Liverpool, New York
13088

TITLE

265.

PRICE

(English As a Second Language)
El Males en Action $ .50
Curso Onmpleto en Ingles-Libor I 2.00
Invitation Al Ingles 3.25
rnglish Step By Step With Pictures 1.75
Handbook of American Idioms and Idiomatic Usage2.50
Oral Pattern Drills in Fundamental English 1.00
Family Life in the U.S.A. (An Easy Reader) 1.25
Questions and Answers on American Citizenshipl 25
Regent's English Workbook-Volume I,II
Elementary and Intermediate) For use with FIs /1
Intermediate and Advanoed) 1.25

Direct English Conversation
Book 1-Beginning and Intermediate 1.25
Book 2-Intermediate and Advanced 1.25

Practical Ceoversation in English
Intermediate 1.50
Advanced 1.50

Essential Idioms in English 1.50
Tests and Drills in English Grammar 1.25
Pronunciation Exercises in English 1.25
sounds and Syllables 1.25
The Signs Of Life 1.25
Let's Talk 1.75
English Language Skills (Complete course) 1.25
Pronunciation Contrasts in English 2.25
English in Action 1.25
Learning Tb Use English (Books 1 and 2) 1.75 each

Teacher's Manual 2.50
Building English Sentences With- -

Be, one verb, two verbs, with verbals 1.00 each
The U.S.A.-The Land and the People 1.25

(an elementary reader)
English As A Second Language 1.95
Modern Short Stories in English

(7, American Authors) 1.50
American Classics: (Socks 1 through 10) 1.00 each
Mbbv Dick Murders in the Rue Mbroue
The Pathfinder (and Other Stories)
The Hoosier Schoolsasteerne Outcasts of Poker Plat
The Portrait of a Lady 'l Rise of Silas Lapham
Huckleberry Finn The Red Badge of Oburage

The House of Seven Gables
Rich School Equivalency Test (General-Review) 3.95
Correctness and Effectiveness of EXpression 2.95
Reading interpretation in Social Studies,

Natural Sciences and Literature
2.95

General Mathematical Ability 2.95

Getting Ready Tb Drive 1.25
Family Life(Books 1 and 2) 2.00 each
Fmmily Life Practice Material (Rooks 1 and 2)

2.00 each

Family Life Practice Material (Books 1 and 2)1.25 each
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PUBLISH L11 TITLE'

266.

PRICE

SCHOLAST7C BOOK SERVICES
50 West 44th Street
New York, New York
10000 SCOPE Wbrd Skills:

Across and Down $ .75
Word Puzzles and Mysteries .75

SCOPE Reading Skills:
Wide Wbrld .75
Dimensions .75

SCHOLASTIC TESTING SERVICE, rNC.
480 Meyer Road
Bensenville, Illinois
60106 Basic Reading Inventory

Test Booklets and Line Markers (Pkq. of 20)6.00
Manual of Instructions and Interpretation .50 each

SCIENCE RESEARCH ASSOCIATES
259 East Erie Street
Chicago, Illinois
60611

New Rochester Occupational Reading Series:
Student's Wbrkbooks 3.36 each
Teacher's Manual 1.29

The Job Ahead (Rooks 1,2,3) 4.50 each
anotational Development Skills 72.50 kit
Mental Computation (Book B)

Pupil's Book .83
Teacher's Guide .83

Your Attitude is Changing
Classroom Book (1-24 copies) 4.40 each
Teacher's Guide (Free with 8 or more conies) .80

Kaleidoscope of Skills
Arithmetic 5.70 set
Reading 5.70 set

Program Guide For Time Tb Write
Multilevel %midi . Program

Kuder Occupational Interest Surveys 2.50 set
Reading in High Gear

Set of 8 books 8.50
Instructor's Manuals 15.00

SCOTT: FORESMAN AND COMPANY
99 Bauer Drive
Oakland, New Jersey
07436 Activity Concept English 401 4.50

Teacher's Planbook English 401 .75

Tteasure Island 2.16
Robiuson Ctusce 2.10
Famous Mysteries 2.13
Mbby Dick 2.10
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PUBLISHER TITLE PRICE

SILVER BURDETT COMPANY
4200 North Industrial Blvd.
Indianapolis, Indiana
46254

(Ref: General Learning Corp.)
English, Your New Language (Books 1 and 2)

(Teacher's Editions)
Building Your7Ikuquage Power (Book 1)

(Books 2,3)
(Books 4,5)
(Book 6)

Call Than Heroes-Reading Series
(Books 1 through 4 and teacher's manual)

SIMON & SCHUSrxR
(See REgent's Publications)

Technical & Review Book Division
1 West 39th Street
New York, New York
10018

L.W. SINGER COMPANY
(A subsidiary of Random House)
249 West Erie Blvd.
Syracuse, New York
13201 English Writing Patterns:

Books 2 through 6
Program Guide for Books 2
Books 7 through 12
Program Guide for Books 7

Modern Basic Mathematics:
Book 1
Book 2

Man Improves His World
The Minerals Story
The Forestry Story
The Soil Story
The Wildlife Story

Structural Reading Series:
Book A
Book B
Book C
Book D
Book E

SOIL CONSERVATION OF AMERICA
7515 N.E. Ankeny Road
Ankeny, Iowa
50021 Environmental Quality and The Citizen
SPECIAL SERVICE SUPPLY
Box 705 Huntington, New York
11743

through 6

through 12

267.

$ 2.25

(Reading Series)
The Energy Story
The Fisheries Story
The Water Story

Job Application Skilltext
Fundamental Forms Skilltext

1.02
.96

.84

.81

.36 each

.78 each
1.08
.78

1.08

3.39

3.42
.96 each

1.29
1.65
1.74

1.83
1.92

1.35
1.35



PUBLISHER

SPECIAL SERVICE SUPPLY
(continued)

STECK-VAUGHN COMPANY
P. 0. Box 2028
Austin, Texas

TITLE.

268

PRICE

Spring Board
$ 1.50

Arithmetic Skilltext for Daily Living
Parts A,B,C

Teacher answer forms included

Spelling Dictation Skilltext
Parts A,B

1.95 each
Dining Out Skilltext

1.75
Occupational Education Fact Finding Series

Parts I,II,III with answer forms 1.45 each

1.95 each

78767
I Want TO Learn English

.81
Steps To Learning-Books 1 and 2 .66 each
Basic Essentials of Mathematics-Parts 1 and2 .75 eachAdult Reader

.81
This Earth Of Ours
The WOrld About Us :87
They Served America 1.32
Basic Science for Living-Books 1 and 2 .75
Helping Your Children 1.32
We Are What We Eat .75

Health For Happiness 1.32
My Country .66

New Fabrics, New Clothes and You 1.32
From A to Z .36

Learning and Writing English .81
I Want TO Read And Write .81
English Essentials-A Refresher Course ,75

How To Read Better-Books 1 and 2 .66 each
Working With WOrd Patterns .81
The Care We Give Our Clothes 1.32
Our Language Book 3, Revised .72

Language Exercises-Books 3 through 6 .78

Functional English, A Refresher Course .99
You And Your Money .66
Read Tb Learn .66
Where Does The Money Go? .81

Learning Our Language (Books 1 and 2) .75 each
Steps To Mathematics (Books 1 and 2) .66 each
Building Word Power .81
Gateways to Correct Spelling

Wbrktext-Teacher's Edition) 1.02
How Tb Get A Job Ard Keep It .66

TEACHES'S COLLEGE PRESS

Teachers College, Columbia University
525 West 120th Street
New York, New York
10027 Standard Test Lessons in Reading

Books A through E .50 eadh
TEXAS EDUCATION AGENCY
Austin, Texas
78701

"The Newspaper" Food for Thought at the Break-

fast Table and in the Classroom of Adult Education
. ?
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Pumisam TITLE PRICE

U. S. GOVERNMENT PRINTING OFFICE
Superintendent of Documents
Washington, D.C.
20402 Our Constitution and Government $ 1.75

Our Constitution and Government (simplified) 1.25

Aids for Citizenship Teachers .15

Federal Textbooks on Citizenship:
English, Home and Community Life (for helper) .40

English and Federal Government (For the student)I.25
English and Federal Government (Part 2 for the

helper) .35

Our Constitution and Government (for the student)1.00
Our Constitution and Government (for the helper).25

Becoming a Citizen Series;
Our American Way of Life, Book 1 .65

Our United States, Book 2 .75

Our Government, Book 3 1.25

Teacher's Guide for 1, 2, 3 .25

UNIVERSITY OF SOUTHERN CALIFORNIA
School of Education
Los Angeles, California
90000

Teaching English As A Second Language
prospectus for teachers) 2.75

UNIVERSITY OF THE STATE OF NEW YORK
The State Education Department
Albany, New York
12224 Teaching Adult Reading no charge

Teaching Adult Basic OcaputaLion no charge

Teaching Adult Basic Reading no charge

MY.:ATICNAL-TECIINICAL CURRICULUM LABORATORY

Rutgers State University
Building 4103-Kilmer Campus
New Brunswick, New Jersey
07306 Teaching English As A Second Language to Adults . ?

J. WESIttli4ALCH, PUBLISHER
Box 658
Portland, Maine
04104 Keys TO Your Reading Improvement ?

XEROX EDUCATION PUBLICATIONS
Middletown, Connecticut
06457 Champions All (12 stories of famous .60 each

sports heroes)

YOUTH EDUCATION SYSTEMS, INC.
Stmford, Connecticut
06904

Review Workbook for Adult Education in Mathematics-
English (Preparation for G.E.D.) 2.95
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Listed below, slphabetically by publisher, are a number of materials

presently available for teaching life-coping skills in A.B.E. classes.

Please remember that this is by all means only a partial list and is in

no way intended to include all of the materials available on today's

market. The list was prepared merely as a guide for your convenience

and does not necessarily imply complete endorsement of the listed

materials. All prices quoted below are subject to change by the publishers

without prior notice.

SOURCE TITLE PRICE

Charming L. Bete Company, Inc.
45 Federal Street
Greenfield, Massachusetts 01301

"32 Ways For Improving Your Home" $ .25

per booklet
"The ABC's of Credit"

"What Everyone Should Know About
Checking Acccunts'

"The ABC's of Home Financing"

"ABC's of Life Insurance"

"Social Security and You"

Note: Many more titles are available

The Center for Information on America

Washington

Connecticut 06793

2:44
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SOURCE TITLE PRICE

"Consumer's Primer on Mbney" $ .35 each

"Community Action: Haw To Get It
Successfully"

"The Citizen and Political Parties"

mote: Many other titles available
Follett Publishing Company
1010 West Washington Boulevard
Chicago, Illinois 60607

"Paycheck"

"Knowing Bow lb Budget and Buy"

"The Law For You"

"Investing Your Savings"

Note: Several other titles are available

Ginn and Company
191 Spring Street
Lexington, Massachusetts 02173

Consumer Education Series:

Book 1- "Dress W11 For Little Money"

Book 2-"Refunds and Exchanges"

Book 3-"Buying Appliances"

Book 4- "What's Good Furniture "?

Book 5-"Be Sharp! Don't Be Cheated"
Holt, Rinehard and Winston, Inc.
383 Madison Avenue
New York, New York 10017

.69

.87

.87

.87

1.25 per book

"Measure, Cut, and See 3.00

"Get Your Money's Worth" 2.75

"You and The Law"
Grolier Educational Corporation
845 Thrid Avenue
New York, New York 10022

Modern Consumer Education Kit
(includes audio- visual materials)

0`.."445

2;50

About 250.00



SOURCE TITLE

Household Finance Corporation
Prudential Plaza
Chicago, Illinois 60601

Money Management Program:
(series of 4 booklets)

The Macmillan Company
Riverside
New Jersey 08075

NENS FOR YOU
Box 131
Department P
Syracuse, New York

"Your Automobile Dollar"

"Your Budget"

"Your Food Dollar"

"Your Savings and Investment Dollar"

2P-).

PRICE

$ .25 each

"Improve Your Writing For Job Success" 2.00

13210

NEWS FOR YOU-
A weekly newspaper designed
especially bode} uneducated

adults and written on two
reading levels

New REaders Press
Box 131
Syracuse, New York 13210

Note:

.06

per copy for bulk
subscriptions

Edition A: 3rd to 4th grade reading

Edition B: 4th to 5th grade reading

"Good Manners in the United States"

The Be Informed Series:

"Personal Credit:

"Buying An Auto"

"Social Security"

"Renting A House"

"Finding A Job"

"Wise Buying"

Several other titles available

4,""G14,

$.35

.75 per booklt
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SOURa TITLE PRICE

Public Affairs Pdmphlets
381 Park Avenue South
New York, New York 10016

"A Guide To Consumer Credit"

"Haw Tb Stretch Your Aoney"

"Buyer, Be Wary,'"

"What Inflation and Tight Money
Mean TO You"

Note: Many more titles are available
Frank E. Richards Company
324 First Street
Liverpool, New fork 13088

"Getting Ready To Drive"

"Getting and Holding A Job"

"Happy Housekeepers"

$ .25

per pamphlet

1.50

1.50

1.50

"Foundations of Citizenship For Adults" 2.00

Note: Several other titled available

Special service Supply
Box 705
Huntington, New York 11743

"Skilltext For Fundamental Application 1.35
Forms"

Steck-Vaughn Company
P. 0. Box 2028
Austin, Texas 78767

"Dining Out Skilltext"

"Spring Board-The world of Wbrk"

"Job Application Skilltext"

"Where Does The Money Go"

"We Are What We Eat"

"You and Your Money"

"Haw To Get A Job and Keep It"

fir) I $.41
06 e

1.75

1.50

1.35

.90

.85

.85

.85
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TITLE PRICE

The New York Times
School and C011ege Services
229 West 43rd Street
New York, New York 10036

Kits containing curriculum service booklets FREE
and teadhing aids which help etudents to
read newspapers more effectively.

Procter and Gamble Cbmpany
Free Teaching Aids
P. 0. Box 14009
Cincinnati, Ohio 45214

Teaching Kits dealing with: Cake
Seloction, Home Care, Personal Grooming,
Laundering, Better Baking and Proper
Frying, and Fats and Oils.

ALSO FREE-lake-Home Leaflets for students
on numerous topics such as:

"Let's Clean House"
"Let's Concentrate on You"
Etc.

The Sperry and Hutchinson Oompany
c/O Department of Consumer RElations
P. 0. Box 935
Fort Wbrth, Texas 76101

FREE

Brochure entitled "How Tb Be A Better FREE;
Shopper"

1411144,



Hunt-Wesson Kitchens
Box 3331

Fullerton, California 92634

TITLE PRICE
278

Variety of Take-Home Recipes for FREE
hamburgers, etc.

Immigration and Naturalization Services
J. F. KennedyFereral Building
Government Center
Boston, Massahcusetts 02203

Institute of Life Insurance
277 Park Avenue
New York, New York 10017

Series of Federal 'Textbooks on Citizenship FREE

IMPORTANT: Use your school letterhead when
inquiring about available titles.

"Making The Most of Your Mbney" FREE

"Handbook of Life Insurance" FREE

League of Women Voters of New Hampshire
7 South State Street
Concord, New Hampshire 03301

Lily Mills Company
Shelby
North Carolina 28150

A pamphlet entitled "Do You Know Election
Regulations?" which cocers eligibility,
registration, residency requirements, etc.,
as they relate to the voting process.

A variety of other FPEE materials which
focus on civic responsibilities are
available from this wurce.

Kit entitled "Your Convenient Sewing FREY
Glossary At A Glance"

N. H. Depw'aeont of Employment Security
32 South Main Street
Concord, New Hampshire 03301

Multimedia Kit entitled "Uniumployment Is a FREE
Social Problem". This kit deals with
various problems related to unemployment
and explains unemployment insurance etc.
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SOURCE TIME PRICE

Steck-Vaughn Company
(cont.) "Helping Your Children"

"New Fabrics, New Clothes, and You"

"The Care We Give Our Clothes"

"Health Fbr Happiness"
Superintendent of Documents
U. S. Government Printing Office
Washington, D.C. 20402

"Your Medicare Handbook"

$ 1.35

1.35

1.35

1.25

.40

Mr. Stanley Allen, Director
Internal Revenue Service
Portsmouth, New Hampshire 03801

Volunteer Income Tax Assistance Kits FREE

The State A.B.E. Office will procure
sufficient quantities for distribution
to all Local A.B.E. Directors when
materials become available in late
December.

If there is sufficient interest by
A.B.E. personnel, a Wbrkshop can also
be avenged with I.R.S. to show us how
to use the kits most effectively.

Cleanliness Bureau
The Soap and Detergent Association
485 Madison Avenue
New York, New York 10022

"Beauty Is Easy At Any Age" FREE

Home Economics Cooperative
Extension Service

University of New Hampshire
Taylor Hall
Durham, New Hampshire 03824

A good variety of brochures and booklets FREE
which deal with such topics as : foods,

NUTPTITON, HEALTH, SEWING, COOKING, CHILD--

CARE, ETC.

2;:o


